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"ABSTEACT ; .
N BN The U.S. Department of-labor has ideantified 114
workerwt:aitLgféﬁps; into which all jobs can be placed on the basis
of the extent to which each job is inyolved with working with
information (Data), working with people (People),* and working with
tools, magh{hes, or materials (Things). Jobs grouped uhder this
system also reguire similar worker qualifications and temperament.-
The Guide describes the 114 groups under the same headings as the:
_Dpictionary of Occupational Titles (D.0.T.), Volume 2; but the
information, while essentially the same, has been re-written as a’
career planning -aid for students or others without specialized
training. The two-page format for each of the worker trait groups
consists of three sections: (1) identification, including examples of
workers im the group and . the level of their invelvement with data,
people, and things; (2) a description of the group, including the
work performed, gqualifications, helpful personalcharacteristics and
. experiences, and necessary training; (3) a gualifications profile for
-+ workers, including woérking conditions, training time required by
different jobs in the group, and a list of necessary, aptitudes; and
~ (4) additional information including cross-referencing with the
'D.0.7. All the qualifications are explained further in the guide's
appendixes. (AJ) '
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~ - - Preface’
. ‘ ) . : 0
This Guide For Exploring Careers. Throug/v Worker Traits has been. designed *for use in the Career
Decision-Making Program developed by the Appalachia Educational Laboratory {AEL). However, it has the
potential for much broader’use: Counselors interested in” helping students in educational ‘and vocationah
planning, teachers;interes’teéi in relating their subjgct matter area to- career fields or in planning class
activities related to career g/ievelopment, students and adults ‘seeking- occupational informetion — all will -
find it an excellept sourcg*of occupatiénalv-i‘riformation. This Guide may be used by itself, but wilt<have
maximum vafue when,used.in an organized program of careér. exploration and decision-making. ’

.
%

_ The AEL Careqr’Decision-Making-Program’s career information system has been structured. around the
“system provided-by the, Dictionary of Occupational Titles (DOT), Third Edition . Although the DOT .was
developed primarily for use by professionals in the U.S. Department of. Labor and other governmental

. agencies, it has been widely used by school counselors as an occupational information reference. The DDoT
* provides the most widely used system for tRe classification of occupational information; however, it was
not intendgd, either in-language or format, for 'igse with junior ar. senior high school students. The\Career
Decision-Making Program'materials utilize the DOT structure and content, but are written in a lang‘ age and
fbr'mat\“appropriate for student use. This Guide is a revision of the Wotker Trait Group-and A;ﬂ%endices
sectioris of the DOT, Volume 11" -~ ' ' ’ '

® N .

L4 e

Mrs. | Louise Lucas, Associate Educational Development Specialist in the Appalachid Educational
Laboratory’s Career Decision-Making Program, served as Senior Editor in producing the Guide . Mr. and Mrs.
John Odgers served as_outside consultants and editors. A special note’of credit gves to Appalachia Educa-

< tional Laboratory Diffusion Specialists Beward Morris, Ray Brack, and David Compton for editing, design,
" and production assistance. : il S . ’

; . . o - - . . « ¢ a

Hopefully, this Guide will assist today’s youth in the critical process of career exploration and decision”
.making, thus making it possible for them to become aw{a‘;re of and utilize their potential in seeking, identify-
ing, and pursuing rewarding careers. S ' i

DAVID W. WINEFORDNER, DIRECTOR

CAREER DECISION-MAKING PROGRAM .~ '
APPALACHIA EDUCATIONAL LABORATORY, INC. C s
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* Certainly the most i:'nportdnag task you facze as you plan for the future is that of gatting the backgroupd
necessary for wise carger planning. Achieying career success involves much more than getting and holding
~,job. It involves selecting a field of work that requires qualifications whieh you possess or can acquire. It
- involvés progressing from a beginning job «to higher level jobs-as you gain knowledge and experience. it
involves doing work that is satisfying to you and gives you an income which meets your needs. .

o

*

EY . v

-

- Fd

ﬁ‘. ._x' , . . L. A . . . ... i
 « Wise career planning is 1ot casy. It is a long process and involves many different decisions made over a
period’ of years, while you are in school and thtoughout your years of-employment..Beginning your plan- .
ning-now shguld increase your chances for a career which you will enjoy and i which you can be success-

ful. To be successful in career planmmipg, you must, seek to accomplish fhe following four ob]ectivés: PO

work — what it is like, the job opportunities that
the qualifications (knowledge, skills, and [Jer§onal
and how $kill development and work expertence

o First, learn as;much as possible about the world of

. may be open when you are ready for employment,

‘qualities) required by the jobs you are considering,

« can increase your opportunities for advance:nent. - e
Second, learn as much.as possible about yourself — your likes and di#ﬁkes, your strong points and

weaknesses, your vocatignal interests, your values and standards, and the.types of things you gan learn.
or do best. ) . ~ ; oo

L . :a

=~

Third, -develop athe ability to make sound edycational and vocational -—(jecisionS, based on self-
understanding. and on your knowledge of the world ©f work, including related educational oppor-
tunities and requirements. You will probably. modify your plans a number of times as you gain more

knowledge about yourself and about opp’o.rthﬂiiﬁas open to you. o )

L n

Finally, make your own career decisions and accept the responsibility for making them. No one else
should be permitted to make such important decisions for you, although others may help you get the
necessary background for decision-making. These include your parents, teachers, counselors, ard many
interestec others. S
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‘GUIDE ‘FOR EXPLORING CAREERS THROUGH WORKER TRAITS: What is it and how can it help

you? : N _

Career exploration and decision-making programs, such as the one of which this Guide 'is-a part, are

t -

available to help both youtt and-adults to achieve these important objectives. This Gu/ide has been prepared - -

- to help you achieve the first of the oT)jectives - 10 Iearn as much as possible about the world of work.,
Vi

‘Did you know that there are over 21 ,000 different occupatlons in which people in the United States earn’
their living? All of these occupations are descrlbe;d in the 1965 edition of the Dictionary of Occupational .
, Titles {DOT )published by the U.S. Department of Labor. Almost a third of these jobs did not exist when_,

- the previous edition-of the Dictionary.was published in 1949.

~

- . Dxcmonary -
" oF

Occupational - -
Titles i ’

For anyone.to consider evesy ]Ob Ilsted in the DOT when planning ah:s career is an |mp0551ble task.
< Fortunatel_\b this is. not necessary, since jobs ¢an be grouped in several dlfferent ways to help those who
“Want to learn more about them: The DOT uses three different methods for grOUpmg occupatlons

< 1. By products or services prov1ded and processes or materlals used (lndustrlal Arrangement)

2 By type of work performed (Occupatlonal Arrangement) .

- 3. By workLer qual.lflcatlons required (Wcrker Trait Arrangement).

. This Guide explains the third method, which organizes jobs into groups which require similar worker
qualrf lor$s. .These are called Worker Trait Groups. The U.S, Department of Labor has identified 114
Work®&r Trait- Groups, into which all jobs can be placed on the basis of the extent to which each job is
involved with Data {working with mfor:matlon) People {working with people) and Things' (workmg with

. tools, machines, or materials). Jobs grouped under this system also require similar worker qualifications,

\
such _as tra‘mmg tirtie, general educational development, interest, aptitude {ability to learn), and tempera- .

f" ment (ability to adjust to different working conditions).. Because of\this it is a good system to use tc
determine how well your personal characteristics match the requirements of career fields or specific jobs

- you may be considering. When using the Guide for this purpose, you should keep in mind that the level or "

amount of any qualification which is shown for a particular Worker Trait Group is the-amount required for
satrsfactory Or average performance Some successful workers in thls group will have higher quahflcatlons
and some will have lower quahﬂcatnons than those shown

'y

2 . R -‘;.A ‘\‘
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The 114 Worker Traxt Groups whlch are- descrlbed in this Gurde are the same as those descr|bed in-
Volume 1 of the D/ct.ondry of Occupationat Titles . They are written in thelsam( form,. have the same
- headmgs andg contain essentrally the same information. However when the DOT was wrltten ‘it=wvas pre- ‘
, - pared for professional and technical use rather than for use by school studéiyts or othérs wrthout'spemahzed -
training, In order to make the information . contained in the DOT, Vqume i1, more useful to you, this \
Guide has been written in a form’ that makes it easier to read, t«understand and use in career planning.

L2y

. After you ‘become familiar wrtﬁ—he Worker Tralt ‘Groups and™ the—Tm‘ol’n'fa*fron‘coﬂ‘tarrrechn~t+=re~Ap~ P
pendices, you will find that theQ?u;de can be helpful to you in tHe,foHowmg ways: - =y o

ny

+ o Togain.a general Understandmg of the world of work. ‘ A

. BN K4 . -

Y 3., o To learn more about particular jobs i in which you may be interested. o

. . -

L

e To learn about other ]Ob which are srmrlar to pargicular ]ObS in thch you may be mterested .
L ~ - ¢ o
o To rdentrfy the Worker Trait Groups which relate to the things vou know about yourself such as your
. specxal interests and abll“tles or the type of work you want to"do o o "\
. . PA
) © To study and explore groups of ;obs s0 that you become famllrar wtth the requxrements of worke(s ;
and the recessary training and’ experlence you‘may. need. : ,

o . .. - . <

~ N \\ -t . N \ ' \\ .
' , N\
GUIDE FOR EXPLORING CAREERS THROUGH WORKER TR!—\ITS How is it orgamzed" R 3,

s -

. This Gurde describes the 114 Work°r Trait Groups which can be used for explormg or gathing an under- ‘

r . standing of the world of work, There gre two major sections in this Guide. In addition to the'Worker Trait =~ °

‘ Group descriptions, it contains e|ght Appendrces »The Appendlces add to the information contalned in .
certain sect;oos of the Worker Trart Groups - . : :

- " e

o . ¢ ~ . )
E > .

‘?1 - 9 o

" Worker Trait Groups o SR : oo
In orderto help you locate specrfrc information about career frelds each of the 114 Worker Trait Groups

descrrbed |s,wr|tten in exactly the same way. The following examples break one of the Worker Trait Group g

° descrlptlons into sections to heIp you understand their orgamzatron and. con’tent

-

I ldentification of the WorKer Trait Group,nsjuding: e ) ‘ ' N " _’
' T Tltle othlorker Trait Group

o - Brlef summary statement and examples of workers |n the groupp L
- Level of mvol\rement with Data People- Thlnos (Hrgh Average or Low)
v ' e ! i

3

. T Number of Worker Tralt Group
, 11, ‘

{
i - ! By |
. : . t Y A %
N | il
c‘ ) . . 1 . . N . o
- .‘ " Data-High . o
' ' )/ People-Low . b -

Things-j-ligb . e =

Art V‘« ork

o Ast work means to. use imagination and spemal‘rze thskill or talent to create a work of art or an artistic " -
effedt such as a picture, a design, or a statue. Exam&es of workers in this group are- Cartoonlst Clothes N
‘ DeS|gnnr I||ustrator, Painter, and Sculptor. . R

X




-l demde |f you should explore this ﬁeld

Description gf the group, including: R - .
? What you would do as a worker in‘this field ' . . .
T dualifications you would need D

3

Persona! characterrstlcs an ey neriences which mrght help you

e Preparation (training and expef‘ren’ce) you would need

\’\ ~ ' '
would you dmfn\h_CLUES FOR RELATING APPLI(‘ANTS AND REQUIRE-

MENTS ! What personal characteristics, or: experiences
might héip you declde if you should explore this field of ‘e
work?

thné fleld. you would expre

griginal ideas; feelmgs
F oods by creatmg pamtmgs dra

}qgs, statues, or other

. e .

'y working with your hands to make things. - .
® ,winning an award in an arts or crafts exhibit’

© drawing or sketching people, cars, animals, or other

- e
WORKER REQUIREMENTS - What quahfrcatlons viould TRAINING AND METHODS OF ENTRY ~ How can you
you need? prepare for this field of work and get started in it? T

To work in either commerclal or fine arts, you need to
recognize and appreciate beauty, as well as to have the
imagination to create new designs for pieces of art. To do
this, you would need to know how to combine colors and -

: hnes 1t would also be important for you to be able to see

A diploma from a two or three.year art theory and
practite programi of a"vocational school, art school, or
institute is uswally enough préparation for beginning jobs in
the commercial arts, You might find employment with
‘printing and publishing houses, advertising agencies, com-

?- !

III7

2 .

Listmg of the qualifications needed by workers in this group. On. the bottom of the first page
¢ under the ""Qualifications Pro‘ile” section you will-find nhe followlng , - “

.

o The kmds of workmg condmons to which workers in thrs group must adjlﬁrst

o The types of work actlvmes which workers in this group usually prefer \

Q,
CR

TEMPERAMENTS - The different kinds of working
ditichs or situations workers in this group must adjust t
inclJde ’ .

o Rating information by using per§onal judgment.
interpréting feelings, ideas, or facts from a personal
"Y point of view. )

o

INTERESTS = People have interests or préfereoces ‘or.

< certain types of work activities over others. Workers in this

group generally prefer | .
© Activities concerned with people and the commuant-
"cation of ideas - rather than — activities.cealing wnhc
- things and objects.

’

a The Iength of traming time required by.different jobs in this group

. © Activities of an wnusual,

indefinite nature which
require -creative imagination — rather than = activities -
of a routine, definite, orgamzed nature. it

SPECIFIC - VOCATIONAL PREPARATION - Dafferent
jobs require different amounts of specific vocational train-
ing. The fcllowing~statements show the range of time —
depending on the specific job — necessary. tézdevelop the
knowledge and skills required by this job grotp.

.
© Qver 6 months up to and including 1 year.
© Qver 2 years up to and including 4 years.
© QOver 4-years up to and including 10 years.

Iy

=
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On the top. of the second page you will finu: . @
¢ An explanatron and list of the aptitudes neded by workers in this group

“along with the percentage of the working populatron estlmated to have
those aptltudes

LY

tab

‘r ;g . , -
|

- x APTITUDES - The aptitudes listed below show the shaded areas has a higher ‘amount of- apmude than neces- ]
: -specific abilities you would need in order to pe-form tasks sary for average success and the portion that falls to the Teft 7

\ belonging to jobs in this field. The shaded parts of the chart does not have the necessary level of aptitude. Not all the | -~ ’

represent the portion of the total working populatlon that aptitudes listed -are important for every job within this )

has ‘the level of aptitude necéssary for avorags success.J he field, but some comblnatlon of them is essemlal for each -

portion of the populdtion that falls to the right of the job. o /
’ / - ) : ' ESTIMATED PORTION OF GENERAL WORKING [ ° N
A _ POPULATION WITH REQUIRED ABILITY '
o - ’ " Lower 1/3 " Middle 1/3 Up/pef'ils
. ; - o 2
- : : APTITUDES T 110% 23% T 34% 3% 1 10%

¥
G INTELLIGENCE: general learning abﬂuy, including being
able to foliow tnstructions, to reason and rnakegudgmenls and to
do weell in school.

V — VERBAL: ability to understand meenings of words and ideas,
and to oresant mformauon sffectivaly.

|
:
|
|
}
|
}

S . SPATIAL: ability to look at flat drawings or pictures and to
wsuahze {understand) how they would iook as solid objects with - |
height, width, and depth. .

P - FORM PERCEPTlON:;biﬁ(y to see detaii in objects or draw-
ings and to recogni}e shghr'dlfferences in shapes or shadings. |

K - MOTOR COORDlNATION ability to coordinate the use of
eyes and hands or tingers rapidly and accurately to perform a task. . |

"F - FINGER DEXTERITY: ability to move finge'rs and to handle
small objecrs rapidly and.accuara(ely. |

- - — l

Y e ’ M MANUAL DEXTE RITY: nblluy to work easily and sklllfully )
’ ) with the hands. B T
. T i -
o & - COLOR . DISCRIMINATION: ability to recagnize fikenesses - | [«
- K “and:-differances in colors and shades, to identify or match specific R .
colars, and to selact color combinations whrch 40 wsM (oguher : [ ) ! - N
A P
e ) . . 2
< o .

2 PR

All of these qualifications are quy explained in separate Appendlx sectmns of the Gurde Tempera-
ments (Appendix D), Interests (Appendlx E), Specific Vocatlonal Preparatlon (Appendlx F), and "
Ap‘utudes (Appendrx G).

e

. ¢ S “I.. » " M < o
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V. Additional. worker quahflcatlons which must be considered are: (1) the general "educational
development requrr,ed (2) the physical abilities needed to meet physical demands of the'job, and
(3} the level aT/WhICh a-worker is involved with Data, People, and Things This information is
discussed in-the sections under ““Other Informatlon and is further explained in the Appendix =
. sections= General Educational Development (Appendix A), Physical Demands (Appendix B), and
e Data People Thmgs {Appendix C). .
- ”Other Information” also mcludes references to sources of |nformat|on whrch can be found (1) in-
e »""other ‘Worker Trait Groups in this Guide which are related to the one you are study:ng, and (2} in other
el publications. On the bottom of the second page you will find: '

o The level of generaI educatconal development you would need : : . .

~

o “The physical ability you would have to possess

®
v

. 1~ @ The level at whlch you would have to work with Data (Informatron)
: People, and Thmgs (tools machines, and matenals)

» .

Related groups of jobs described in this Guide

Sources of additional information

RELATED GROUPS OF JOBS—Other Worker Trait
Groups related to this Worker Trait Group include: 4 .

. GENERAL|EDUCATIONAL DEVELOPMENT (GED) )
B . The -followlng numbers indicate the estimated levels o
: GED a worker should have for average performance in jobs
belonging t$ this gloup. Specific information about GED
may be foudd in Appendix A. .
GED Le*l(s): 5 - -

2 Decorating and Art Work
-3 Photography and Motion Picture. Carnera Work . .
56 . Drafting and Related Work -, . ) . H .
5 Artistjc Restoration,"Decoration, and Related Work - - -
1 Instrugtive Work, Fine Arts, Theater, Music, and .

; * R Es . \
PHYSICAL DEMARIDE - The following letters and num-
bers represent those physical activities required of workers

in jobs belonging this group. Specific information for & Related Fields P S -
defining Physical Demands may be found in Appendix B. ADDITIONAL INFORMATION — You can find out more
Physical Deman s L 4 6 N about jobs belonging to this grolp in the Occupational Out-

look Handbook, the occupational information files in your

PAFulToxt Provided by ERIC

. . ) §
. DATA-PEOPLE-THINGS (D-P-T) — The following three-

digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

D-P-T Code(s): .081

. ¢

Copyright © 1972, Appalachia Edumtidnal Laboratory, Inc.

3

, school, and frorn other sources. A list of jobs belonging to

_ . this group can be found followmg the Worker Trait Group

description in Volume !l, Dictionary of QOccupational Titles
{DOT}, Third Edition, page 232. Volume { of the DOT lists
these jobs in alphabetical order and glves further lnforma
tion.
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Appendices o &

Seven of the Appendicevs give information that explain the worker qualifications that are referred to in
the descriptions of the Worker Trait Groups. These are: ‘ ‘

e Appendix A~ General Educationalﬂevelo;‘qme;lt
o Appendix B Physical Demands
o Appendix C  Data-People-Things Hierarchies

o Appendix D Temperaments

©

Appendix E  Interests R o L

"Appendix F - Specific Vocational Preparation

]

L0,

Appendix G  Aptitudes
' ¢

, .You should study each Appendix so that you become familiar with all of the types of'workér'qualifica- )
tions. This will help you to understand the qualifications required by the jobs within individual Worker
Trait Groups. : : : R

Appendix H, How to U:;é the Dictionary of Occupational Titles (DQT), describes how. you can use
Volumes | and Il to idéntify jobs belonging to each WTG, and how you can locate short destriptions of
these jobs. B o '




WORKER TRAIT GROUPS
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WORK PERFORMED — What would you do as a worker in
this field? -

Woik in this field involves helping others to develop the
knowledge, skills, and understandings necessary to work in
an art form such as music, drama, dance, painting, or sculp-
ture. Instruction given in this field may be either general or
specific. - L : .

Genetal instruction would involve giving your students
background information about an art form, including its
history and the basic skills or techniques involved. i
specific instruction, you would apply your personal point
of view, your artistic skills, and your teaching ability to

_help students develop their creative or performirig skills.

 WORKER REQUIREMENTS — What qualifications would

you need? . .

> Success in this field of work would require you to: (1)
develop knowledge and skills in the area to be .taught; (2)
gain the necessary training in teaching techniques; (3) be
able to answer questions and plan-organized programs of
instruction: (4) have the ability to see details; (5) appreciate
the beauty found in art forms; (6) be creative in using your
imagination; (7) communicate ideas; (8). have a feeling for
form, color, and expression as they apply to a particular art
form: and (9) recognize and respect artistic talent in others.

i

Qualifications -Profile

TEM_PERAMENTS — The different kinds of working con-
ditions or situations workers in this group must adjust to
: include :
1 Performing-a variety of duties which may often
change.

4 Directing, controlling, and planning an-entire activity *

or activities of others. N
5 Dealing with people in actual job duties\beyond
- giving and receiving instructions. N ; S

7 Influencing peogle’s opinions, attitudes, or judgrﬁ'éhts"

about ideas or things. . B
9 Rating information by using personal judgment.
X Interpreting feelings, ideas, or facts from a personal
z, point of view. ) :

INTERESTS — People have interests or preferences for
certain types of work activities over others. Workers in this
group generally prefer ) )
5 Activities which bring recognition or appreciation by
El{llc others. * : -

Aruitoxt provided by Eic:

Instructive Work, Fine Ar‘rs_,ﬁ G A
‘Theater, Music, and Related Fields o

Instructive work, in this case, means to help others to gain the knowledge and skills required for working
with a particular form or method of creative expression (art). Fine arts is a term used to describe those
forms of art, such as painting and sculpturing, which
teresting objects. Examples of worKers:in this group are Art Teacher, Stage Director, Dramatic Coach,
Choreographer, Dancing !nstructor, and Music Teacher. ‘

are concerned ‘with the creation of beautiful or in-’

i

CLUES FOR RELATING APPLICANTS AND-REQUIRE-
MENTS — What personal characteristics, or experiences .

* might help you decide if you should explore this field of

work? . : L :

® success in high school, college, or private art courses
training in music or dance ’
‘participation in plays or recitals ™ .
liking to work with people :
skill in expressing ideds,in speaking

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in jt? .

. The area of instruction, such as dance, music, drama, or
fine arts, affects the type of training required as well as how
and where this training is received. ‘Graduation from a
callege or university with a degree jn an art ‘form might be
required. Another possible training method is the com-
pletion of a study program with either a private instructor,
or in a special setting, such as a playhouse, or a school of
art, music, dance, or drama. Experience gained through
working with local or summer theater groups, -either in
playing minor roles or working backstage, would be con-
sidered part of your training. Other valuable experiences
include successful participation in musical talent contests,

-and successful auditions (tryouts) for performances with
or.chestrps, theater groups, of dance companies. ) S

.

~

6. Activities concerned with people and the commuﬁi-
~cation of ideas. x .
- 8" Activities of an unusual, indefinite nature which
require creative imagination. N
SPECIFIC VOCATIONAL PREPARATION -— Different
jobs require different amounts of specific vocational train- .
ing. The following statements show the range of time —
. depending ‘on the specific job — necessary to develop the
knowledge and skills required by this job group.

7 Over 2,years up to and including 4 vears. .
g Over 4 years up to and including 10'years. .-
9 Over 10 years.

-




N
APTHTUDES — The aotitudes listed below show the
speci)lc abilities you would need in order to perform tasks

1 belofging to jobs in ‘this field. The shaded parts of the chart

represent the portion of the*total working population that
has the level of aptitude necessary for average success.. The
portion of the population that falls to the right of the.

4

“Aptitudes

shaded areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not ail the
aptltudes listed “are important for every job within this
field, but some comblnatlon of them |s essential for each
job, U °

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

Lower°1 /3
10%!

Middle 1/3

G - ONTELLIGENCE general fearning ability, including being
. able to follow instructibns, to reasor-and make ;udgments .and to
N do weli in school.

23% - 34% . 23% -

*
.V\ VERBAL: ability to understand meanings of words and ideas,
dnh present {nformation effectively.

S — SPATIAL: ability to ook at flat drawmgs or pictures and to

height, width, and dept‘\

visualize (understand) how they would fook as ’sohd ob;ects wnth

* P — FORM PERCEPTION: ability to see detail in objects or draw-
ings and to recognize stight differences in shapes or shadings.

(o COLOR DISCRIMINATION ablhty to recognize likenesses
and differences in colors and shades, to identify or match specific
co|ors and to sélect color combmatnons which go well together.

4 N * v

GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The following numbers indicates the estimated levels of
GED a worker should have for average performance in iobs

‘belonging to :this group. Specific information about GED

may be found in Appendix A.
. GED Level(s) 5.6

PHYSICAL DEMANDS — The follewing letters and num-

bers represent those physical activities required of workers

in jobs belonging to this group. Specific information for

defining Physical Demands may be found in Appendix B.
Phy5|cal Demands: S L 4 5 6

DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

D-P-T Code(s) 1028 o

Other Information .

*Different levels of color discrimination are

requnred by different jobs in thls group L

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this -Worker Trait Group include:

4 Art Work

44 High Schooaol, College University, and Related Educatlon
62 Creative Entertamment Work, N.E.C. -

63 Dramatics

66 Rhythmics

ADDITIONAL INFORMATION — You can find out more
about jobs belonging to this group in the Occupational Out-
look Handbook, the occupational information files in your
school; and from other.sources. A list of jobs belonging to
this group can be found fallowing the Worker Trait Group
description in Volume I1, Dictionary of Ocgupational Titles -

(DQOT), Th,rd Edition, page 226. Volume |-of the DOT lists -

these jobs in alphabetlcal order and gives further informa-
‘tion.

1

o

Copyright © 1972; "Appalachia"Educational Laboratory, Inc.
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Decorating means to arrange or

. Decorator, and Advertising Display Designer.

o WORK PERFORMED - What would you doas a worker in
this field? ) )

If you select a career in this job group, you would be
concerned with planning and making artistic arrangements
of objects and materials, or with making decorative designs.
Jhese might be used for such purposes as to display cloth-
ing, improve the appearance of rooms in buildings and
houses, or create advertising displays or movie scenery.
Your work might include talking with customers to per-
suade them to use your services, or dealing with salesmen to
buy needed materials and supplies. You also might be in

. -charge of people working with you or for you in carrying
. out an assignment. ' ‘ T

i

~w  'WORKER REQUIREMENTS — What qualifications would
* " you need? | o
~To be a good decorator or designer you mast be aware
. of what is beautiful and pleasing to others. You would need
good judgment and skill in order to make the best possible
use of available space, materials, and color combinations in
a way that will be attractive to others. In addition, you
would need skill in using your arms, hands and fingers. .
Decorating and. art work also require being able to com-
municatg with people and influence their opinions. y
%

+

*

B : ‘\\ . A i - ’
TEMPERAMENTS — The different kinds of working con-

. ditions or situations workér{.\in this group must adjust to
include . )

N N . - .
4 Directing, controlling, and p]an_ning an entire activity
or activities of others. . ’
5 Dealing with people in actual job. duties beyond .
giving andreceiving instryctions. - \
7 Influencing: people's opinions, attitudes, orjudgments
about ideas’pr things. * -
Rating information by using personal judgment.\{
- g Interpreting feelings, ideas, or facts from a pérson
point of view. - Y

i

INTERESTS :— People have interésts or preferences for
certain types of work activities over others. Workers in this
graup generally prefer

3 Activities involving husiness contéct with people.

.

ERIC

Aruitoxt provided by Eic: 2
.

Decorating and Art Work

Das
by

: ' design something that arouses interest or attracts attention-and ‘s
pleasing to view. Examples of workers in .this group are Interior Designer and Decorator, Movie [Set

I

i
'
i

!

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What. personal characteristics or experiences

might help you decide if you should explore this field of
~work? : S .

e completing courses in art or sewing
® doing some type of art work such as designing posters
® sewing or making gifts, using your own ideas
® decorating your room at home, or a room for a party
® making a display for an exhibit
TRAINING AND METHODS OF ENTRY — How can you »
prepare for this field of work and get started in it? L
Graduation from a recognized art school or college is
usually réquired for a job in this field. Part-time training in.
su_gh subjects as fashion design, interiof decorating, and -
commercial art will sometimes be accepted in place of a
degree. Large organizations such as department stores or
advertising agencies offer special-training programs.

gy -

* Qualifications Profile -

.6 Activities concerned with people and ZHe communi-
~cation of ideas. . : o

. 8 Activities of an unusual, indefinite nature which
require creative imagination. : N

SPECIFIC 'VOCATIONAL PREPARATION"-—\Pifferent.
jobs require different amounts of specific vocational_train-
ing. The following statements show the range of time “1
depending op the specific job — necessary 6 develop the
knowledge and skills required by this job group.

7 Over 2 years up to apg-'including 4 years.
8 Over 4 years up to and including 10 years.

-




i
4

"APTITUDES
specific, abilities you would need in order to perform tasks,
belonging to jobs in this field."The shaded parts of the chart’
represent the portion of the total working: "popuiation that;
has the level of aptitude necessary for average success. The'

— The aptitudes ‘listed below show the

-does not have the necessary level of aptitude. Not ali the

portion of the population. that falls ’cu the rlght of the

i
Shaded areas has a higher amount of ao‘titude than neces-
sary for average Success and the portion that falls to the left

aptitudes listed are important for every job within this
field, but some combination of them is essential for each .
job. :

ESTIMATED PORTION OF GENERAL WORKING
POPULATION’WITH REQUIRED ABILITY

5 .

I Lower 1/3

-10% ! 23%

. ; 1

w, & 7 T i

G -~ IMTELLIGENCE: general lgarning ability, including being [\
able to 12llow instructions, to reason and make judgments, and to L
do well in school.

Middie 1/3
34%

Upper 1/3
: 10%

'
i

APTITUDES ~ 23%

: s

V — VERBAL.: ability to understand meanings of words and ideas,
and to present information effectively.

- . : o

N — NUMERICAL: ability to perform arithmetical operations
quickly and accurately. -

S = SPATIAL.: ability to look at flat drawings o1 pictures and to
visualize {understand) how they would look as solid objects with
height, width, and depth.

P — FORM PERCEPTION: ability to see detail in dbjects or draw-
- ings and to recognize slight differences in shapes or shadings.

K — MOTOR COORDINATION: ability to coordinate the use of
eyes and hands pr fingers rapidly and accurately to perform a task.
PR .

F — FINGER DEXTERITY: ability to move fmgers and to handle
- small objects rapidly and accurately. «

«

”

M~ MANUAL DEXTERITY: ablhty to work €asily and skillfally
with the hands.

C + COLOR DISCRIMINATION: ability to recognize likenesses ‘ .o

n and «differences in colors and shades, to identify or.match specific "
colors, and to select color. combinations which go well together.
2

|
T
!
1
=
|
I
l
!
|
!
I
t
I
|
|
l
I
|
I
|
|
|

Other lnformatmn- R ,

v -~

GENERAL’ EDUCATIONAL DEVELOPMENT (GED) - RELATED. GROUPS OF JOBS. — Other Worker Trait - *

“ The following numbers indicate the ‘estimated levels of Groups re|afed ‘to this Worker Trait Group include:
GED a worker should have for average performance in jobs ~ * N
.belonging to this group, Specific |nformat|on abqut GEDP 3 Photoqraphy and Motion Picture Camera Work i
may be found incAppendix_A. 4 Art Work! ' .

GED Level(s). .5 Artistic Restoration, Decoration, and Related Work
37 Craftsmanship and Reiated Work - e
+56 Drafting and Related Work ' '

ADDITIONAL INFORMATION You can find out more "~
about jobs belonging to this group in the Occupational Out;
look Handbook, the occupational information files in your:
school, and from other sources. A list of jobs belcnging to
this group can be found following the Worker Trait Group

PHYSICAL DEMARNDS — The following Ietters and num-

bers represent those physical activities required of workers

in jobs belonging to this group. Specific-informatian for

. defining Physical Deménds may be found in Appendix B.

~ . . Physical Demands: § L 4 5 6

- . ’ {
DATA-PEOPLE-THINGS (D-P-T) —‘The following three-
digit codes rep'resent the highest levels of worker involve- description in Vorume i, letlonary of Occupatlonal Titles .
ment with data, people, and things required by jobs belong: (DOT), Third Edition, page 228. Volume I 'of thé DOT lists
ing to this group. Specific information defining the Data- ~ - . these jobs in_ alphabetical order and gives further ln‘forma-

People-Things codes may be found in Appendlx c. E'OFI‘ )
D-P-T Code(s): .031 .051 087 o . L T
E \[C R ~ Copyright © 1872, Appalachia Educational Laboratory, inc. Co v ..
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'Camera Work

" .
-

Photography and Motion Picture - ¢ TR

Kl

-

~ N /"

Photography is the art of photojraphing people, objects, or materials with still or motion pi;‘:,tu?%
cameras. Examples of workers in this group are News, Portrait and Commercial Photographers 9;.1d/TeIe-

" vision and Movie Cameramen. ~

~

~

WORK PERFORMED — What would you do as a worker in
this field? _ -

In this field, your job would be to take pictures or make
movies of people and things. > =~ 1ight use a, stitl camera
or a mo‘ion picture camera. It . :* _.&d a television camera

. your work might be seen on .nany television screens at the
same time. An important part of photography involves ar-
ranging people or things in ways that make them look their
best in pictures. You would often need to think of special
ways to make a picture or'movie artisiis or attractive.

_WORKER RECQUIREMENTS — What qualifications would
you need? ) .

To be a professional photographer, you need the kind of
imagination that allows you to see a picture in you mind
before you take it with your camera. You should have a
sense of what will make a picfure attractive and know how,
to bring this out in your photography. These skills depend
upon having an eye for the colors, shapes, and arrangements
of things that are to be photographed. ’

Bécause jobs in this field often call for quick reactions,

your eyes and hands should be well coordinated {able to .

work together). Since you wquld be taking pictures of
- people or for people, you ought to be able to get along well
with them, : ' .

TEMPERAMENTS ~ The different kinds of working con-

- ditions or $ituations workers .in this group must adjust to
include ’ /

.9 Rating inférmation by using personéi jud/mentg '
.- X Interpreting feelings, ideas, or facts fr% a -personal
point of view. S o -
INTERESTS - People have interests or_?ég,g/references for
certain types of.work activities over others.'Workers in this
. group generally prefer

. ) . 3 " R
6 Activities concerned with people and the communi-

cation of ideas. :

.
Aruitoxt provided by Eic: "

ﬂualiﬁications Profile -

« e
L -
e
-

R

‘CLUES FOR RELATING APPLICANTS AND REQUI‘RE- ,
MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
work? o ' '
e taking pictures and keeping an album, scrapbook, or
- slide collection
® being a photographer for the school paper or
yearbook ' .
® taking home movies
being a member of a camera club”
® collectilg examples of the work of famous photo-
graphers ' :

. TRAINING AND METHODS OF ENTRY — How can yE)q
prepare for this field of work and get started in it? - )
There are several ways you can become a photographer

or cameraman. Ong”is to take up photography or.camera

~work as a hobby; another is through experignce in school or

in. military service. College courses in photograph\ and
newspaper or magazine theory and practice provide excel-
lent training. Beginning photographers usually start with
simple assignments and work up to more complicated,
artistic ones. . ' \

9 Activities which are nonsocial and involve the use of
machines, processes, or methods.

SPECIFIC 'VOCATIONAL PREPARATION — Different
jobs require different amounts of specific vocational train.’
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and skills required by this job group.

.

7 Ower 2 years up to and including 4 years.
'8 Over 4 years up to and including 1Q ye'ars.

4
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APTITUDES -~ The aptitudes listed below shoagv the.
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
| has the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

/

shaded areas has a higher amount of. aptitude than neces-
sary for average success and the portion that falis to the left
does not have the nhecessary level of aptitude. Mot all the

.aptitudes listed are important for every job within this

field. but some combination of them is essential for each
job. s . - .

- ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY -

7 X -
Lower 1/3 Middle 1/3 . Upper 1/3
= = ” T
APTITUDES 10% " 23% 34% 23% t 10%
G - INTELLIGENCE general Iearmng ability, including being - | v
o able to follow instructions, to reason and make judgments, and to B

do well inschool. I
' +

S )\ SPATIAL. ability to look at flat drawings or pictures and to

visualize (understand) how they would look as solid ob]ec ts with

height, width, and depth.

P - FORM PERCEPTION: abHity\tofsee’ detail in objects or draw-
ings and to recognize slight differences in shapes or shadings.

—

K - MOTOR COORDINATION ability to coordmate the use of
eyes and hands or fingers rap|dly and accurater tq,ﬁperform a task.

F - FINGER DEXTERITY: ablllty to move fmgers and to handle
small objects rapidly and accurately.

M - MANUAL DEXTERITY ability to work eaery and skillfully
with the hands .

C —~ COLOR DISCRIMINATION: ablllty to recognize likenesses
and differences in colors and shades, to identify or match specific
colors, and to select color combinations which go well together.

| . Other Information o B .

GENERAL\“EDUCATIONAL‘ DEVELOPMENT (GED) -

"The followmg\ numbers indicate the’estimated Ievels of
GED a worker should have for average performance in jobs

belénging td this group Specific information about GED,

may be found in Append|x A. .
GED‘LeveI(s) . 4 .5 . C S

. ‘.

PHYSICAL DEMANDS ~ The following letters and num-
bers represent those physical activities required of workers

in jobs belonging to this group. Specnflc information for-

defining Physical Demands may be found ln Appendix B
Physscal Demands: l 4 5 6 °

. N e, @

k. @

DATA-PEOPLE-THINGS (Dl_,P-T) — The following three-

-"digit codes represent the highest levels of worker involve-

- .,ment with data, people, and things required by jobs belong-

~ing to this.group. Specific information defining, the Data-

. People-Things codes may be found in Append»x C.
OP-T Codel(s): ,062 .

Y

Q R o 3 : S
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RELATED GROUPS OF JOBS .— Other Worker Trait

‘Groups related to this! Worker Trait Group include:

2 Decoratlng and Art Work
4 Art Work - ‘ |
108 Motion Picture Pro;ectmg, Photographic Machine Work

and Related Activities
5° Artistic Restdration, Decoration, and Related Work

"

ADDITIONAL INFORMATION — You can find out more
,about jobs belonging to this group in the Occupational Out-

“Iook Handbook, the occupational infarmvation® file§ in your.

school, and from other sources. A list of jobs belonging to
this group can be found following the Worker. Trait Group .
description in Volume 1, Dictionary of Occupational Titles
{DOT), Third Edition, page 230. Yolume | of the DOT lists
these jobs in alphabetical order and gives further informa-
tion.

oF
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Ar’r Work - -

Art work means o use imagination and spec:allzed skill or talent to cteate a work of art or an artistic
effect such as a picture, a design, or a statue. Examples, of workers in this group are Cartoonist, Clothes
Designer, lllustrator, Painter, and Sculptor .

L N ) . 0

% ! ! R .
WORK PERFORMED What would you do as a worker in o working with your hands to make things
. this field? ‘ ® winning an award in an arts or crafts exhibit
: In this field, you would express original ideas, feelings, ® drawing or sketching people, cars, animals, or other ¢
and moods by creating paintings, drawings, statues, or other thlngs
. objects or designs. There are two broad types of art work: ® carving objects out of wood or stone, or moldlng_
° the fine arts and the commercial arts. - them from clay

The fine arts, lncludlng portrait and mural paintings, .. performlng some form of art viork as an‘active hobby
sculpturing, ceramic work, and mosaic work, are produced ' _
to express the feelings of the artist rather than at the order TRAINING AND METHODS OF ENTRY — How can you

of someone else. As a worker in the fine arts, you would be prepare for this field of work and get started in it?
free to choose your own materials and decide how you A diploma from a two or three-year art theory“and
want to use them. ) ‘practice program of a vocational school, art school, or
Commercial arts are concerned with makirig designs.’ institute-is usually enough preparation for beginning jobs in -
which must meet specified requirements for use in business - the commercial arts. You might find employment with.
and industry. As a commercial designer or artist you would | printing and publishing houses, advertising agencies, com-
perform your work or create designs to meet the require- #  mercfal art. studios, fashion design agencies, textile mills,
- ments of your employer. o ) jewelry companies, motion picture, studios, department

stores, or government agencies. With special ‘Ski(ls in letter-
WORKER: REQUIREMENTS — What qualifications would . ing, sketching, ar printing layout, you would find even

you need? , more oppé&rtunities for jobs in various industries. Advance-
To work in either commercial or fine- artq you need to ment in the commercial art field would come as you further
recogmze and appreciate beauty, as’ well as to have the develop artistic and technlcal skilts or take on supervisory
iragination to create new designs for pieces of art. To do= -~ responsibilities. -
this, you would need to know how to combine colors and . The bachelor of fine arts degree offered by art schools.
- lines. It would also be important for you to be able to see with a four-year program is usually considered evidence of”
slight differences in color, form, shape, and texture. Since preparation for -entry into fineé art work. Courses in, portrait
* jobs in this group require the use of brushes, pens, and hand. and “landscape painting, sculpture, history, and English *
tools, you should be able to use your arms, hands, and would be ‘ncluded in a fine arts education, but rnight not
f|ngers sk|||fu||y to paifit, draw, or-carve. be included in a commercial art program However, for the
B highly talented in fine drt work, college is not a necessity. «
CLUES FOR RELATING APPLICANTS AND REQUIRE: = Many people with talent for fine art work turn to one of
MENTS — What personal characteristics or experiences the commercial arts for a living or are self-employed. Those
, night help you decrde |f you should explore thls f|eld of - who are self-employed sell their work gither on their own
work? - . or through an art dealer.
v o o Quahflcatmns Profile
TEMPERAMENTS — The different kinds of working con- - 8 Activities of an unusual, indefinite nature which
ditions or. situations workers in this group must adjust to - require creative imagination. '
include ° .« - .

9 Rating, mformatnon by usmg personal judgment.. .
X lnterpretxng feellngs ideas, or facts from a personal
point of view.

" “SPECIFIC VOCATIONAL PREPARATION - Different
- _ jobs require different amounts-of specific vocational train-
“ing. The following statements show the rgnge of tlme”\.?:—
depending on the specific job — necessary to develop thé
" knowledge andskills required by this job group.

-

~ INTERESTS — People have interests or preferences for
- \certaln types of work activities over others. Workers in this

_group generatty-prefer : 5 Over 6 month§ up to and including 1 year.
6 Activities concerned wrthﬁeeople and the commurti- "7 Over 2 years up to and including 4 years.
dation of ideas. 8 OQver 4 years up to and mcludmg 10 years.
o ‘

ERIC . o kT s T




= . - . e g -

— R N oL . - : :
APTITUDES - The aptitudes listed below show the shaded areas -has a higher amount of aptitude than neces-
specific abilities you would need in order to perform tasks sary for average success and the portion that falls to the left
beionging to jobs in this field. The shaded parts,of the chart does not have the necessary level of aptitude. Not all the
represent the-portion of the total working population that aptitudes listed are important for every job within this
has'the leve! of aptltude necessary for average success. The field, but some combination of them |s essential for each
" portion of the populatlon that falls to the rlght of the ]ob

. . . . .
.0 ‘

ESTIMATED PORTION OF GENERAL WORKlNé -

- . / - , POPULATION WITH REQUIRED ABILITY | ™~
"’ | Lower 1/3 | . Middle 1/3 Upper 1/3
AP” TUDES —_— 0% 2% | . 3% 23% . 1 10%

e e

G INTELLIGENCE: general learning ability, including being
- able to follow instructions, to reason and make judgments, and to
do well in school.

|
}
V VERBAL abihity to understand meamngs of words and ideas, |
{

and to present information effectively. ’
S - SPATIAL. aﬂilny to ook .at flat drawings or pictures and to )
visualize (understand} how they would look as solid objects with | i
height, width, and depth. .
¢ |
, - ] |
P - FORM PERCEPTION- ability to see detail in cbjects or draw-
ings and to recognize slight differences in shapes-or shadings. - ’ '
. ) . .
N 1
4 K ~ MOTOR COORDINATION: ability fo coordinate the use of
eyes and hands or fingers rapldly and accurately to perform a lask I
‘ . |
F -- FINGER DEX¥TERITY: ability to move fingers and to handle
small objects rapidly and accura_tely. ‘ L
M -- MANUAL DEXTERITY: abllltv to work easllv and sklllfully
_ wnh the hands. ; |
. C - COLOR DISCRIMINATION: ablllty to recognize likenesses . [ ’
and differences in colors and shades, to icentify or match specific i ~
colors, and to select color combinations which gg; well together,, N I
) . .
> - ; . o s \
: | ~ ﬂther Infonnaﬁon . |
GENERAL EDUCATIONAL. DEVELOPMENT (GED) — ' RELATED GROUPS OF JOBS L. @ther Worker Tralt
The following numbers indicate the estimated levels of Croups relatec to thIS -Worker Tralt Group include:
GED .a worker should have for average performance in jobs
belonging ‘to this group. Specific’ mformatloﬂ about GED 2 Decoratmg and Art Work o
R may be found in Appendix A. - ‘ o 3 Photography and Motion Picture Camera Work
T GED Level(s): 5 4 coe ' ' 56 Drafting and Related Work .
. A . ' ' . 5 _ Artistic Restoration, Decoration, and Related Work
PHYSICAL DEMANDS — The foilowing letters and num-- 7 instructive Work, Fine Arts, Theater, Music, and
ber; represent those physical activities required of workers -, . Related Fiélds N .
. 4n” jobs belonging to this group. Specific information for ) :
defining Physical Demands may be found in Appendlx B. YADDITIONAL INFORMATION "You can find: out more
Physical Demands: s L 4~ 6 . - . about jobs belonging to thjs group in the Occupational Out-
o - Lo ) look Handbook, the occupatignal information files in your
‘QATA‘PEOPLE‘TH'NGS “?'P‘.') — The f°”°W‘“9 threg- “schoo!, and from other sources. A list of jobs belonging to
digit codes repréesent the highest levels of worker involve- this group can be found following the Worker Trait Group
ment with data, people, and things required by jobs belong- description in Volume 11, Dictionary of Occupational Titles
_ ing to this group. Specific information defining the Data" - (DOT}, Third Edition, page 232. Volume | of the DOT lists
People-Things codes may be found in ' Appendix C : : these jobs in alphabettcal order and gives further informa-
D-RT Code(s): .081 . . tien. . .
Al - . ’ B
" N ’ ’ Copyright © 1972, Appalachia Educational Laboratory, Inc.. %
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. Artistic Restoration; Decoration, ¢ . "~ -
ot o » — 2 ”‘ : ) ) ) . i oo
and Related Work ~ T

s ‘

, Artistic restoration means t0 bring an-art object, such as an old painting, back to its former or normal
~condition. Decoration and related work refers to creating or producing artistic effects or artistic products.
Examples of workers-in this group are Paintings Restorer, Decorator, Furniture Reproducer, C‘éke'Decora-
tor, T#» Hermist, and Museum Techpician. C ) . . '

.
Ry o

-,

.+ WORK PERF.ORMJED — What Wwould you do as a worker in CLUES FOR RELATING APPLICANTS AND REQUIRE-

“this field? X - MENTS -~ What personal characteristics or experiences
- In this field your job might be to arrange, decorate, re- _might help you decide if you should explore this field of
store or make things, using different objects and materials ~ work? . _ .
‘to produce an artistic effect or product.” You would i ’ ) ) - -
probably specialize in one area .of work using the skills, . . L. '

3 knowledge, and methods of. that particular area. For .. ® having hobbles requiring the use of plans, such as '
example, yod.might use your knowledge of art and its skills mot?el airplane building ‘ -
to restore g painting, to make .and/or arrange decorations ~© makKing or refinishing furniture ‘
for banquets or displays, to decorate cakes, or.to fashion " “® doing needlework such as quilting, needfepoint,

(design angl make) sample pieces of jewelry. You might use embroidery; or crocheting.
- a knowiledge of, history to arrange a museum ~display, a o £ ' i
knowledge of and skills in architecture to restore a building "~ » o - -
. or_a room, or a knowtledge of and skills in taxidermy to TRAINING AND METHODS OF ENTRY — How can you

» stuff and mount birds or animals. o prepare for this field of work and get started in it?.

. ¢ . - v s ' You can probably get the best training for begirniing
‘\lzyo?JRn}::ﬁ’ REQUIREMENTS - What qualifications would jobs in this group by attenditr:g a vocational (trade) school

or a high school offering courses in- woodworking, car-
‘pentry, and art design or crafts. Creative or artistic hobbies
such as painting, photography, ‘or ceramics also provide a -
useful background. Many, jobs in this group need highly
specialized skills which require one to four years of. on-
the-job training. :

To qualify for one of these jabs, you need to learn the
purposes and methods of the particular jod. You might also
need to acquire somg)knowledge' of such fields as art, his-
tory, architecture, or taxidermy. You should be able to’
imagine how differerit objects would look when arranged
together and you must be aware of differences in shape,
color, .and texture. You need to be good at working with
your hands as well as with your mind, as many of these jobs
require accuracy in following very-detailed plans.

Qualifications Profile T I

. TEMPERAMENTS — The different kinds of working con- 0 ..Activ'itiesk which bring ’pers‘ohal " satisfaction from

ditions or situations workers in this group must adjust to . ~working on or producing things.
include ) S : : " } ’

1 Performing a variety of .duties which. may often SPEECIFIC VOCATIONAL PREPARATICN — Different

change. " jobs require different amounts of $pecific vocational train-
g ‘Rating information by-using personal judgment. ing. The following statements show the range of time —
0 Rating information 'using standards that can be depending on the specific job — necessary to develop the
measured or checked. . - . knowledge and skills required by this job group.
. - » . . . B td
N Y \:l/:::;lgyng within :precise limits or'standards Cff ac 6 Over 1 year up to and including 2 years. .

7 Over 2 years up to and including 4 years.

INTERESTS — People have interests or preferences for -
certain types of work activities over others. Workers in this -
group generally prefer ) : s

9 Activities which are nonsocial and involve the.use of
mechines, processes, or methods.

ERIC
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APTIT . = -
speci”
belo:._

APT!TUDES

The aptitudes listed below show the
des you would need in order to perform tasks
_ 0 jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
5> has the level of aptitude necessary for average success. The
portion of the population that falls: to “the righ. of the

. . . .
shaded areas has a higher amount of -aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this
field, but some: comblnatlon of them is essentlal for-each
job. . !

ESTIMATED PORTION OF GEMERAL WORKING
POPULATION WITH REQUIRED ABILITY

Lower 1/3 Middle 1/3 Upper 1/3

10% 1 23% 23% | 10%

do well in schooi.

G~ INTELLIGEN(‘E general learning ablhty, mcludmg being
able to follow instructions, to reason and make judgments, and to

34%

a

and to present information effectively.

.V -- VERBAL.: ability to understand meanings of words and idea,

.

l
|
1
I
I

4 .

height, mdth*and depth

S — SPATIAL: ability to look at flat drawings or pictures and to
visualize {understand) how they would look as solld objects with

1
4
|
|
.
|
|

ings and to recognize slight differences in shapes or shadings.

P - FORM PERCEPTION: ability to see detail in_objects or draw-

i

t

K - MOTQR COORDINATION: ability to coprdinate the use of
eyes and hands or fingers rapidly and accurately to perform a.task.

\

* sma!l objects rapldly and accurately.”

. . F - CINGER DEXTERITV ability to move fmgers and to handie

AN

wnth the hands

* ™ - MANUAL DEXTERITY: abl!lty tu work easily and skillfully

»

GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated levels of

GED a'worker should have for average performance in jobs )

belonging to this group. Specific information” about GED
may be found in Appendix A. .
GED Level(s): 4 5 . . o .

14

PHYbICAL DEMANDS — The followmg letters and num-
bers represent those physical activities required of.workers
in jobs belonging to this group. Spec.ific. information for
defining Physical Demands may be found in Appendix B.

_ Physical Demands: L' M 4 6

E)

DATA-PEOPLE-THINGS (D-P-T) — The following three- -

digit codes represent the highest lgvels of worker involve-
ment with data, people, and things required by jobs belong-
'~ .ing to this group. Specific information defining the Data-~
People-Things codes may: be found-in Appendix ¢

B Othevr {information

RELATED GROUPS OfF JOBS .~ Other Worker Trait
Groups related to this Worker Trait Graup include:
4 A:tWork
2 Decorating and Art Work
37 Craftsmanship and Relateu Work
38. Pracision Workings
35 'Custummg, Tallorlng, and* Dr@ssmaklng

<

« ADDITIONAL INFORMATION You can find out more
_about jobs belonging to this group. in the Occupational Qut-

“16ok Handbook .the occupational information files in your

school,.and from other sources. A list of jobs belonging to”
this group can be found following the Worker Trait Group -

description in Volume 11, Dictionary of Occupational Titles

(DOT), Third Edition, page 234. Volume | of the DOT lists
! order and gives further informa- -

these jobs in alphabetice
tion. ; - :

e

q
. ~.D-P-TCode(s): 281 38 R , -t
) & R / . ) . . i o . - v . &: ‘.‘ - }
. . _Copyright © 1%,2‘, Appalachia Educational Laboratory, Inc. S .
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Administration means to manage or direct the activities of a business, organization, or branch of govern-

* ment. Examples of workers in this group are Fire .Chief, School Principal,

" Manager, and Police Chief.

WORK PERFORMED -- What would you do as a worker in
this field? P . : ’

As an administrator, you would develop and carry. out
rales, regulations, and methods for running an organization
or establishment. You might be responsible for planning
work that is to be done by others and for assigning work’
tasks to ‘different individuals- or groups. You would be

responsible -for scheduling activities -and makjné sure tasks

- -are compléted. You would also need to coordinate {ar-
" range) the work of all departments or sections of your
_ organizationsto help make it operate successfully.

[

WORKER REQUIREMENTS — What qualifications wouyld
you néed? . X . - B
To be a good administrator, you need the knowledge
_ and ability to develop, organize, plan,+and ‘carry out
methods of action and work activities. You must be able to
analyze (break down and study) problems ar.d develop
good solutions. People involved in administrative work need
to understand the methods and practices used in adminis-
tration and to choose the best method for handling a par-

ticular situation. It is important that they be able to adjust-

to new or ctanging conditions. As an administrator, you
~would need to be good with numbers because you would be
responsible for preparing or reviewing different kinds of

reports dealing with money, materials, or time schedules. .

You WQU‘dqﬁ'vSO be working with people, which would
‘require you' to be able to talk and work in a-way that would
* gain their confidenceand Q\xpport. '

N

o

TEMPERAMENTS — The different kinds-of working con-
ditipns or situations workers in this group must adjust to
_include _ v
1 Performing a variety’ of duties which may often
change. '

-4 Durecting, con*trolling, and planning an entire activity
i

< o ordctivitigs 0f dthers. . :
5°.Dealing w_i,tj);-;peop!e in actual job duties beyond
giving and recéiving instructions.- - ‘

9 Rating information by using personal iudg’ment.

INTERESTS - People have interests or preferences for

certain types of work activities over others. Workers in this

group generally prefer

2 Activities involving business  contact Wwith people:

“ing. The folloWwing statements show the range

School Superintendent, City

’

?
’

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal ,characteristics or experiences
might help you:decide if you should explore this field of
work? .

<

® serving as business manager of the school yearbook or
as class president or treasurer

e classes in business or government administration

® experience in organizing people.and activities

® success and advancement in lower level jobs in a
similar or related field

e production manager.of a school play

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started init? :

There is no ong "‘best way’’ to get into administrative
work. Most administrators are promoted into the job after
many years of experienge and having worked their way up
through the ranks of the organization. Such’ promotions
usually depend upon knowledge and work habits, plus the
ability to make sound judgments, organize work, and get
along with others. : ‘

Many organizations coriduct programs to train their own
administrators. College graduates, often with degrees in -
business administration, are hired to take part in such train-
ing programs. After completing this training, they are ready
to step into beginning admiifistrative positions.

N 3 T

Qualification Profile . -

v

5 Activities which briﬁg recognition ov appreciation by

S F others.

6 Activities concerned with
cation of ideas . :

SPECIFIC VOCATIONAL PREPARATION - Different
jobs require different amounts of specific vocational train-
ot time —
deper.ding on the specific job — necessary te develop the
knowledge and skills required by this job group.

people and'the communi-

8 Over 4 years up to'and including 10 years.
g Over'10 years. : '
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APTITUDES = The aptitudes listed below show the
specific abilities ybu would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
has the level of aptitude necessary for average success. The
? portion of the popu'at:on that falls to the rlght of the

~ APTITUDES .

B 4 Yy
/ v

shaded areas-has a higher amount of aptitude than neces-

sary for average success and the portion that falls to the left-
does not have the necessary level of aptitude. Not all the -

. aptitudes listed are important for every job within this
field, but some combination of them is essential for 2ach
job. .

.

ESTIMATED PORTION OF GEVERAL WORKING
POPULATION WITH RECUIRED ABILITY

r.Lower1/3 Middle 1/3 l }Upper1/3

0% 2% | 3% | 23% 1 1ok

I — e

G ~ INTELLIGENCE:" genéral Iearmng ab}dy mcludmg being

able to follow instructions, to reason and ni4ke judgménts, and to
do well in school.

and to present information effectively.

V - VERBAL: ability to understand meanings of words and iﬁeas,

y, N .- NUMEBICAL ability to perform arithmetical operanons
quickly and accurately

Q - CLERICAL PERCEPTION ability to see details and to
. recognize errors in numbers, spelling, and punctuation in wrltten
materials, charts, or tables.

\"‘ "
“ Other information - , o
GENERAL EDUCATIONAL DEVELOPMENT (GED) — RELATED GROUPS OF JOBS — Other Worker Trait
" The following numbers indicate the estimated levels of Groups related to this Worker Trait Group include:
- GED a worker should have for average performance in jobs - S . _
belonging to this group. Specific information about GED 13 Accf’unt'ngf.A}ld'tlng, and Related Work
may be found in Appendix A. ’ 8 Business Training
GED Level(s): 5 ¢ 11 Consultative and Business Services
: : I 3 7 Contract Negot;atlng and Related Work
he . : : . : 10 Managerial Work
' PHYSICAL DEMANDS — The following letters and num- :
bers represent those physical activities required of workers ADDITIONAL INFORMATION — You can find out more
in jobs belonging to this group. Specific information far about jobs belonging to this group in the Occupational Out-
defining Physical Demands-may be found in Appendix B. look Handbook, the occupational information files in your
_ Physical Demands: ¢ | 5 school, and from other sources. A list of jobs Helonging to
- . this group can be found following the Worker Trait Group
g : . . description in Volume 11, Dictionary of Occupational Titles
DATA-PEOPLE-THINGS (D-P-T) — The following threel (DO¥), Third Edition, page 237. Volume | of the DOT fists
digit codes represent the highest levels of worker involve ! these .jobs in alphabetlcal order and gives further informa-
ment with data, people, and things required by jobs belong tion. ‘ -
ing to this group. Specific information defining the Data
People-Things codes may be found in Appendix C.
D:P-T Code(s): 118 .168
, | ‘ P
- 1
L
[ M © \ \\
. \ .
- o Copyright © 1972, -Appalachia Educational Laboratory, Inc.
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"Contract Negotiating
and Related Work

-

1

A contract is a legal document in which two or more people a"’g;ree on such things as working conditions

or the amount:to be paid for doing a job. Negotiating is the process of bargaining to get the best possible
contract for the pedple or company you represent (your clients). Examples of workers in this group are
Lobbyist, _Boqk?ng Agent, Literary Agent, and Business -Agent. T

T

‘WORK PERFORMED —What would you do as.a worker in
this field?

As a contract negotiator, you would serve as a represen-
tative or go-between for a person, group, or organization
wishing t. draw up a contract with another pefson, group,
or organization. Your job would be to present your client’s
point of view and get him the best agreement possible when
drawing dp a contract for products, property, or services’
For example, you might represent a writer who wants to
sell his writings to a publishing company. Other jobs in this
group might require you to ‘“lobby,” which is the act of
persuading law makers to.vote for.laws which will help your
client, and to vote against laws which he opposes.

WORKER REQUIREMENTS — What qualifications would
you need?

In jobs of this kind,"you must like working with people.
You must know how to-talk and argue in a way that con-
vinces people; to do this; you need to be able to judge how
others féel, what they think, and how they might react to
what you say and do. In order to work with legal docu-

- ments you must understand contract and property laws, as
well as legal and insurance language. '

ﬂuaiiﬁtatinns Profile

TEMPERAMENTS ~ The differentkinds of working con-

ditions- or situations werkers in this group must adjust to

include ~

1 Perfarming a variety of duties which may often
change. - ,
4 Direcung, controlling; and planning an entire activity
or activities of others. ’
-+ 5 .Dealing with people in actual job duties beyond
giving and receiving instructions.‘

7 Influencing people’s opinions, attitudes, or judgments

about ideas or things. :

g Rating information by using personal judgment.
INTERESTS - People have interests or preferences for
certain types of work activities aver others. Workers in this
group generally prefer )

< 2 Activitiesrinvolving business contact with people.

. “

CLUES FOR RELATING APPLICANTS AND REQUIRE-

MENTS — What personal characteristics or experiencgs
might help you decide if you should exptore this field of -

work? 2
® speaking before groups ‘
® being on a debate team:in school
®’ serving as class, club, or group officer

3

TRAINING AND METHODS OF ENTRY — How can you
prepare for this fiejd of work and get started in it?
You would not usually go into this field right after

~finishing your education. Most people enter it only after

they have had considerable-experience in a field of work

. such as law, business, sales, or manufacturing. ‘Empldyers .

usually prefer a degree in law, but sometimes a degree in
business or !iberal arts is accepted. Successful personal con-
tacts with people in your special field and a detailed knowl-
edge of the work you tepresent are important keys to your
success in this type of work. Qnly after you have had con-
siderable experience in this work would you be expected to’
work completely on your own.

3

§ Activities which bring recognition or appreciation by

- others. -

6 Activities concerned with people and the communi-
cation -of ideas. .

SPECIFIC VOCAT!ONAL PREPARATION — Different
jobs require different amounts of specific vocational train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develon the
knowledge and skills required by this job group.

6 Qver 1 year up to'and including 2 years:
7 Over 2 years up to and including 4 years.
g Over 4 years up to and including 10 years.

-




APTITUDES

R

The aptitudes ilisted below show the
specific abilities you would need in order to perform tasks:
belonging*to jnbs in this field. The shaded parts of the chart
represent the portion of the total working population that

‘has the level of aptitude necessary for average success. The

portion of the populatlon that falls to. the rlght of the

‘APTITUD'ES

shaded areas has a higher amount of aptitude than neces-
sary for averagé success and the portion that falls to the left
does not have the’ necessary level ot aptitude. Not all the
aptitudes listed are important for every job within this
field, but some comb-natlon of tHem is essentlal for each
job.

< .

-

ESTIMATED PORTION OF GENERAL WORKING
POPULATION WITH REQUIRED ABILITY

Middle 1/3..
34%

Lower 1/3
10% 23%

Upper 1/3
23% 1 10%

rd
G INTELLIGENCE " general learning ablhty, lnCIudmg being
able to follow Instructions, to reason and make 1udgments, end to

do well in school 1

L3

LY ks

) V — VERBAL: ablhty to understand meanings of words and ldeas
and to present information effectively.

|
]
|
]
T
|

Q - CLERICAL PERCEPTION: ability to see details and to
recognize errors in numbers, spelling, and punctuaticr: in written
materials, charts, or tables.

) 9 QOther Information

. GENERAL EDUCATIONAL DEVELOPMENT (GlED) -

The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs -
belonging to this group. Specific mformatlon about GED
may be found in Appendlx A.

GED Level(s): 5

PHYSICAL DEMANDS — The following letters and num-
bers represent those physical activities required of workers

-in jobs belonging to this group. Specific information for

defining Physical Demands may be found in Appendlx B.
Physical Demands: S L 4 5 o

DATA- PEOPLE THINGS (D-P-T) — “The following three-
digit codes represent the highest levels of warker involve-

ment with data, people, and things required by jobs belong-

ing to this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

RELATED GROUPS OF JOBS — OQther Wor‘ker Trait‘
Groups related to this Worker Trait Group include :

6 Administration
11 Consultative and Business Services
Promotion and Publicity
Purchase and Sales Work
Title and Contract Search and Analysis
* and.Related Work *

ADDITIONAL INFORMATION — You can find out more
about jobs belonging to this group in the Occupational Out-

look Handbook, the occupational information files in your

- school, and from other sources. A list of jobs belonging to

this group can be found. following the Worker Trait Group’
description in Volume I1; Dictionary of Occupational Titles
(DOT), Third Edition, page 239. Volume | of the DOT lists

these jobs |n alphabetical order and glves further informa-
'tlon \

D-P-T Code(s): .118 .168 .
W Copyright © 1972, Appalachia Educational Laboratory, Inc. ’.
Qo . . - o ‘
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Business Training

RGN

o

Business training means to introduce new employees to the functions, purposes, and goals of ihe employ-
ing business or company. This introduction helps new employees to become better qualified to. work for

their company. Examples of workers in this group are Chief Airline Stewardess and Telephone Contract

Clerkarajning Supervisor.

WORK PERFORMED — Whatwould you do as a worker in
this field? ) : o . .

In this field you would train and instruct new employees
of a company or business. You would explain to them how
the ~company is organized, how it operates, ‘and what
policies and regulations they are expected to follow. You
would explain any special terms or words that are used in
the business or company and you might also give instruc-
tions on dealing effectively with customers. -

WORKER REQUIREMENTS — What quatifications would
you need? . )

To work in this field you should have an interest in
working with people as well as with ideas and information.

<

Since the communication of idgas would be your-main task -

_as a business training worker, you should be able to express

““yourself well in speaking and writing. After you have
obtained the background knowledge for instructing new
employees, it would be necessary to organize what you
know in order to plan training sessions and to answer ques-
tions. .

-

TEMPLRAMENTS — The different kinds of working con-
ditions or situations workers in this group must adjust to
include ) . -
1 Performing a variety of duties which may often
change. S
4 Directing, controlling, and planning an entire activity
" or activities of others.
" 5 Dealing with people in actual job duties beyond
givipg and receiving instructions.
9 Rating information by using personal judgment.
0 Rating information using standards that can be
measured or checked.

INTERESTS — People have interests or pr‘é.ferences for~
certain types of work activities over others. Workers in this
grou’p generafly prefer

2 Activities involving business contact with people.

ERIC .

[AFo e rovded o v . . s

Qualiﬁc‘aﬁons Profile.

=%
5 "
CLUES.FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
might help you decide if you should explore this field of
work? ‘

® speaking before groups
® being around peop!é and working with them

¢ instructing your friéhds on the rules of new games

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and get started in it?

To get a business training job, you must be familiar with.
the management rules and operating methods of a com-

“pany. Knowledge of this kind is usually gained through

related work experience with the company, particularly by 1
working in a department responsible for dealing with em- :
ployees. A good basic background for jobs in this field
includes college-leve!l business, courses, " especially those
dealing with employee relations, and classes in modern
teaching methods, including practice teaching.

o

P

% Activities which bring recognition or appreciation by
others. ‘ . e

6 Activities concerned with people and the communi-
cation of ideas. :

SPECIFIC VOCATIONAL PREPARATION - Different
jobs require different amounts’ of specific vocational train-
ing. The following statements show the range of time -
depending on the specific job — necessary to develop- the
knowledge and skills required by this job group.

€ Over 1 year up to and including 2 years.
7 Over 2 years up to and including 4 years.
8 Over 4 years up to and including 10 years.




o APTITUDES - The aptitudes listed below show the
. * specific abilities you WC“GIG rieed in order to perform tasks
© . | belonging to jobs in this field. The shaded parts of the chart
représent the portion of the total working population that
has the level of aptitude necessary for average success. The
portion of the population that falls to.the right of the

§,‘Ei'aded areas-has a higher amount of aptitude than neces-

- sary for average succes§ and the partion that falls to the left

does not have the necessary level of aptitude. Not all the
aptitudes listed are important for every job within this

-field, - but some combmatlon of them is essential for each

job.

ESTIMATED PORTION OF GENERAL WORKINGE .
POPULATION WITH REQUIRED ABILITY

Lower 1/3 Middie 1/3 Upper 1/3
. 4 : M . T
APTITUDES 10% ! 23% - 34% 23%. 1 10%
G - INTELLIGENCE: general learning ability, including being ! e
able to follow instructions, to reason and make judgments, and to ' ’
do well in school.
: 1
N T
-V — VERBAL,; ability to understand meanings of words and ideas, . l
and to present information effectively.
— . +
N - NUMERICAL abmty to perform arlthmetlcal operat]ons I
quickly and accurately. R
Q —~ CLERICAL PERCEPTION: abiity to see details and to i
recognize errors in numbers, spelling, and punctuatlon in written Ef
materials, charts or tables .

‘GENERAL EDUCATIONAL DEVELOPMENT {GED) —
The following number indicates the estimated levels- of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
« may be found in Appendix A.
- GED Levells): 3 4 5

Qo

PHYSICAL DEMANDS — The following letters and num-

- bers represent those physical activities required of workers

in jobs belonging to this group. Specific information for
defining Physical Demands may be found in Appendix B.

Physical Demands: § L ™M 2 4 5 6

DATA-PEOPLE-THINGS (D-P-T) — The following: three-
digit codes represent the highest tevels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defmlng the Data-
People-Things codes may be found in Appendix C.

D-P-T Codé(s): .228

Other Information .

PELATED GROUPS OF JOBS‘ —. QOther Worker Trait
.Groups related to- this Woerker Trait Group include:

41 Industrial Training
A48 Training Services
| . )

ADDITIONAL INFORMATION — You can find out more

about jobs belonging to this group in the Occupational Out:.

look Handbook, the occupational information files in your

school, and from other sources. A list of jobs belonging to

this group can be found following the Worker. Trait Group

description in Volume i1, Dictionary of Occupational Titles

{DOT), Third Edition, page 241- Volume | of the DOT lists
. these jobs in alphabetical order and gives further informa-

tion.

\\)

.

ERIC
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| .Supervi$ory(Wprk

B Clericvqll, Sales, and Related Activities

&

o

. Supervising means to be in charge and to éirect the work of others. Examples of workers in this gr'oup'“
‘are Head Teller (in a bank), Chief Payroll Clerk, Typing Section Chief, Stock Supervisor, and ,‘.Receiving and

Shipping Foreman.

N

WORK PERFORMED — What would you do as a worker in’
this field? ' o .
Your responsibilities as a worker in this field would in-
clude planning and directing the activities of persons in-
volved in clerical, sales, or similar work. This would involve

_ scheduling workers® time, assigning their duties, .overseeing
work performed, and recommending changes. in work
mgthods. You might approve pers~iui checks for purchases

, by customers; make decisions concerning hiring, promoting;
or firing workers; or be responsible for accepting new mer-
ghandise. You might also keep records of such things as

* Safety weposit box rentals, jtems in stock, charges for
personal telephone calls, worker attendance, or worker As-

. signments. Some jobs might involve writing reports related
to the work being supervised. B

WORKER REQUIREMENTS — What qualifications would
you need? : ]
. To direct and supervise the work of others, you would
need: (1) knowledge of the tasks performed by the people
_you supervise and the ability’ to do them yourself; (2)
ability to plan and make assignments and to see that each
task is completed correctly and on time; {3) skill in writing
and speaking so that people you work .with ‘understand
your directions; (4) ability to recognizé'mistakes in written
material, tables of figures, price lists, inventories (records of

Qualifications Profile

“TEMPERAMENTS — The different kinds of working con- .

ditions or. situations workers in this group. must adjust to
include : -

4 Directing, controlling, and'planning an entire acfivity
or activities of others. .

5 Dealing with people in actual job “duties beyond -

giving and receiving instructions.

< .
INTERESTS — People have interests or references for
certain types of work activities over others. Workers in this
group generally prefer :
2 Activities involving business contact with people.
Q

ERIC .

PAruiitex: provided by ERiC +

goods ‘on hand),” and ‘timetables; (5) talent -for getting
people to work well, both by themselves and with others,
even when they have to do the same things over and over;
and (6) ability to train new employees.

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
"might help you. decide if you should explore this field of
work? )

- @ serving as class, club, or group officer, or chairman of
a committee : i

® talking before groups of‘people

5

e directing the activities of others . .

-
S

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of work and gét started in it?"

Often, workers-in supervisory ‘positions start as clerks or |
salespersons and are promoted when they develop the
necessary work experience and supervisory skills. Some

. organizations require special training in supervison and -
some give specia! consideration to employees who complete*

courses such as salesmanship or business management.
; o .

M
< . '

5 Activities which bring recognition or appreciétion by
others.

SPE,C|F_]C VOCATIONAL PREPARATION — Different

jobs require different amounts of specific vocationatl train-
ing. The following statements show the range of time —
depending on the specific job — necessary to develop the

. knowledge and.skills required by this job group.

6 Over 1year up to and ineluding 2 years.
7 Cver 2 years up to and'iqduding 4 years.
8 Over 4 vears up to and including 10 years.

%
o




APTITUDES -

The "aptitudes listed below show the
specific abilities you would need in order to perform tasks
belonging to jobs in this field. The shaded parts of the chart
represent .the portion of the total working population that
has the level of aptitude necessary for average success. The

-

shaded areas has a higher amount of aptitude than neces-
sary for average succes: and the portion that falls to the left
does not have the necessary level of aptitude. Not all the

' aptitudes listed are important for every ‘job within this

field, but some combination of them )s essential for each

portlon of the populatlon that falls to the right of the * job. o o

ESTIMATED PORTION OF GENERAL WORKING

.“ _ R - POPULATION WITH REQUIRED ABILITY ‘
| . Lower 1/3 Middle 1/3 |  Upper1/3
APTITUDES | '

0% 23% 34% . 23%
G INTELLIGENCE: g:meral learning ability, including being
able to follow instructions, to reason and make judgments, and tc .
do well in school. ‘

.

V - VERBAL: ability to understand meanings of words- and |deas
dnd to present mformatmn effectively. -

Q - CLERICAL PERCEPTION: ability to see details and to
. recognize errors in numbers spelling, and punctuatlon in wntten
- matermls charts, or tables. .

Other. Information S T

s

RELATED GROUPS OF .JOBS — Other Worker Trait
Groups®. related to this Worker Trait Group include:

10
95
97
24

GENERAL EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to-this group. Specific information about GED
may be found in Appendix A. _ o

GED Level(s) 4 5 o s

Managerial Work
Purchase and Sales Work -
Demonstration and Sales Work
Classifying, Filing, and Related Work .
_ PHYSICAL DEMANDS — The following Ietters and num-» , : . . :
bers represent those physical activities.required of workers
“in jobs belonging to this group. Specific |nformat|on for
- defining Physical Demands may be found-in Appendnx B. =
i : Physical Demands: S L 5 .

o, :
ADDITIONAL INFORMATION — You can find out moi€e
about jobs belonging to this group-in the’Occupational Out-
look Handbook, the occupational information files in your

- school, and from other sources. A list of jobs,belonging to
this group can be found following the Worker Trait Group
description in Volume |l; Dictionary of Occupational Titles
(DOT), Third Edition, page 243. Volume | of the DOT lists

DA'%TA PEOPLE-THINGS (D- PT) - The following three-
digit codes represent the highest levels of worker involve-
o ment with data, people, and things required by jobs beiong-
ing to this group. Specific information defining the Data-

these jobs in alpha etlcal order and gives further |nformd~
People-Things codes may be found in Appendix C. »tlon ) ’ R
D-PTT Codefs): 138 - N . . .
.\‘ |
W
Copyright © 19?2, Af)palachia Educational Laboratory, Inc. . ‘ \
Q . ’
3 e
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Managerial Work .~~~

A ) ’ £ -

. ) . L . ’
'M‘anagerial_work means to direct or‘conduct the work activities of a group of persons such as those in a
particular department of a'business, company, or other organization. Examples of workers in this group are
Dietitian, Librarian, Motion Picture Director, Advertising Manager, Funeral Director, Revenue Agent, Post-

master, and Farm Manager.

WORK PERFORMED — What would you do as a worker in
this field? . = . _ 4

Being in charge of a section or departrent of an organi-
zation would be your main task as a managerial worker.
You would be required to plan and ordanize activities of

" your department to make.sure that work is done properly.
In some jobs, you would be in charge of an entire orgahiza- -

tian that might be-part of a larger organization, such as a:
branch of a chain store. Other jobs in this group require
planning and operating a specific program or project.

WORKER REQUIREMENTS — What qualifications would
you need? -

Workers with managerial responsibilities need the skills
to. plan, start, and garry out schedules of work: This in-

volves understanding and knowing how to apply guidelines --

for getting work done quickly and effectively, In these jobs,

. you would need to be able to work with numbers because

you would analyze istudy) statistics (facts about people or

things which are shown by numbers). You might also keep

records of the things that have been -produced by your
department, or keep inventories (lists) of the items that.are
in stock or on the shelves at a particular time.

In directing the )work of others, you need to express

o \)our ideas clearly and understandably, and get along well

Q
E

Aruitoxt provided by Eic:

RIC

with people. It is also important for you to have leadership
qualities so that other workers trust and respect your
judgment and follow your directions.

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What perspnal characteristics or experiences
might help you decide if you should explore this field of
work? “

® being in charge of ‘a committee or group in a team
effort’ :
e planning, and -organizing your work, hobbies,

and
spare time . .

* mfaking decisions based on your own judgment
e being president or treasurer of a club or group .-

TRAINING AND METHODS OF ENTRY — How can you
prepare for this field of worl and get started in it?

The most common way o get a managerial position is to ~
be, promoted through the ranks of the organization ‘where
you work. Sometimes, however, an organization looking for
new ideas, techniques {methods), or procedures might.hire

~ someone riot already employy'edvby them.

For positions with most large employers you would need
a college education, including courses on how to deal with
people, how to'run a business, how to buy and sell for a
profit, and how- a particular job is,done in special fields

. such- as farm management or advertising. As a new em-

ployee  you might take part in a management-trainee pro-
gram which combines special management classes with .
actual work expérience. u : .

[lu_alifir.atiuns° Profile ' .

TEMPERAMENTS — The different kinds of working con-

ditions or situations workers in this group must adjust-to

include o

1 Performing a variety of _duties which may often
change. ’ .

4 Directing, controlling, and planning an entire activity

" or activities of others.

5 Dealing with people in -actual job

" giving and receiving instructions.

9 Rating information by using personal judgment.

0 Rating information. using standards that can be
measured or checked.

‘duties beyond

INTERESTS — People have interests or preferences for
certain“types of work activities over others, Workers in this
group generally prefer : .

2 Activities involving business contact with people.

3

-

5 Activities which Bring recognition or appreciation by
others. "

4

. SPECIFIC VOCATIONAL PREPARATION — Different
. jobs require different amounts of specific vocational train--

ing. The foliowing statements show the range of time —
depending on the specific job — necessary to develop the
knowledge and skiils required by this job group.

6 Over 1 year up to and including 2 years.
7 Over.2 years up to and including 4 years.
g Over 4 years up to and including 10 years.
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v . APTITUISES "~ The aptitudes listed below" show the
' specific abilities you would need in order to perform tasks

represent the portion of the total working population that

has the level of aptitude necessary for average success. The
¢ portion of the population that falls to the sight of the

APTITUDES

shaded areas has a higher anfount of aptitude than neces-’
sary ‘for average success and the portion that falls to the left

belonging to jobs in this field. The shaded parts of the chart__ does ot have the necessary level of aptitude. Not all the.

aptitudes listed are important for every job within this
field, but some combination of them is essential fof each
job S~ .

~

>

ESTIMATED PORTION OF GENERAL WORKING
'POPULATION WITH REQUIRED ABILITY

Lower 1/3 Middle 1/3 Upper 1/3

T

G - INTELLIGENCE: general Iearnlng ability, including being
able to follow instructions, to reason and make judgments and to
do well in school.

0% 23% Tae% | 23% | 10%

and to present information effectively.

V - VE RBAL: ability tq understand meanings of wards and ldeas ‘

N - NUMERICAL ability to perform arithmetical operanons
qulckly and accurately.

'

|

|

L

1 -
I

|

.

|

S - SPATIAL- ability to look at flat drawings or pictures and to
visualize {understand) how they would look as solid objects with
height, width, and depth.

I
I

7

Q - CLERICAL PERCEPTION: abu.lny 1o see details and to

materials, charts, or tables.

recognize errors in numbers, spelling, and punctuation in wrltten\

I

—_——

.GENERAL EDUCATIONAL DEVELOPMENT (GED) -
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific mformatlon about GED
may be found.in Appendix A. - ~.

GED Level(s): 4 & R : N

R |
> PHYSICAL DEMANDS — The following letters and num-"
- bers represent those physical activities required of workers.
in jobs belonging to this group. Specific information for
defining Physical Demands may be found in Appendix B. '
Physical Demands: S L

DATA-PECPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belong-
ing to this group. Specific information defining the Data- . -
People-Things codés may be found in Appendix C.

D-P-T Code(s) 168"

x

ERIC
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h , . * Other Information

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this Worker Tralt Group include :

6 Administration
11 Consultative and Busmess Services

9 Supervisory Work {Clerical, Sales and Related Activities)

55 Engineering, Scientific, and Technical Coordination

fr.

_\»y

~ ADDITIONAL INFORIVIATION You can find out more

about - jobs belonging to 'this group in the Occupational Out- -
look Handbook, the occupational, information files in your *-

school, and from other sources. A list of jobs belonging to
this group can be found following the Worker Trait Group

description in Volume |1, Dictionary of Occupational Titles

(DOT), Third Edition, page 245 Volume | of the DOT lists
these jobs in aIphabetlcaI order and gives further mforma-
tion. °

< t

|«
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Methods Examiner. *

WORK PERFORMED — What would you do as a worker in

». this field? . a _
As a worker in this -group, your. services would most
. likely be used by a business, company, or other organi-
zation as a part of its regular management program. How-
ever, your services might be needed when a businesg is plan-
ning a change in its operation or has problems concerning
_clerical, bookkeeping,: or money management methods
awvhich it cannot solve without outside help. When doing
- ° either of these tasks, you would first 'study the company.
and its drganization -carefully to determine existing prob-
lems and conditions: !n examining the business, you might
study how it is organized, how it spends its money, how it
keeps its records, or how it uses informpation, and then com-
pare your findings with proven, su cessful programs.of
management. You would make 'suggestions cn ways to im-

help make the recommended changes

you need?:
To be a good cohsultant, you
edge, of business organization and

ed a‘thoroudh knowl-
anagement. You must

tion from them, and you will need to be able to persuade
-them tosfollow your suggestions.
upon records and bookkeeping
skilled in working with numbers. |

ccounts, you must be
examining records and

By

TEMPERAMENTS — The different kinds of working con-
" ditions or situat'@ns workers in; this group must adjust to
include * i

-

1 Performing a variety of dutie§ which may often
change. -

“or act\ivities of others.

giving and receiving instructions, ‘

0 Rating information’ using standards that can be

measured or checked. " -

¥ INTERESTS — People have interests or preferences 'fpr

= certain types of work dctivities over others. Workers in this
-group generally prefer . o7

"2 Activitigs involving business contact with’ people.

ERIC
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 Consultative and Business Servjces - |

.prove conditions or solve exjsting propiems. You might also“

LN . : : ) . ‘.
WORKER REQUIREMENTS = Whit qualifications would

get along well with people because|you will need informa-

ince businesses depend -

- 4 Directing, c':"on;trolling, and planning an entire activity

§ Dealing with people in actuai job duties beyond

X

0

' Consultative work involves studying methods and procedures used and- then developing and recommend-
_ifiy ways to impiove a business or organizationi or particular program. Examples of workers in this group are
Budget Consultant, Loan Counselor,.Technical Service Manager, Clerical Technician, and Organization and

LW
acco'mnts *you must be alert,to any mistakes in the use of
«wprds or. nurhbers, for even’ the smallest error can upset
your findings and recommendations. Y ou must also keep in
mind“that each business, company, and organization is dif-
ferent and requires individual attention and recom-
mendations, . B

CLUES FO,B RELATING APPLICANTS AND REQUIRE-
MENTS — What personal characteristics or experiences
might_help you*decide if you should explore this field of
work? - . .

finding the best way to get a job done

o

°
+ ® liking to work with numbers ” .+ o _ ' ' .
® doingwell in math or Bobkkeeping courses "“'
. ° organiziﬁg activities of others '

r

TRAINING AND METHODS: OF, ENTRY — How can ydu
prepare for this field of work and get started init? .

A college degree in business administration is practically
a necessity if youfwant to be.employed in this field. Special
skills in math, such as accoUnting, will help you to gain
.gmployment since consultant firms generally prefer to hire
workers who have had -a great}ieal of successful experience
in a specific arga such as accounting. Some firms hire .

promising- college gradyates and, train them for this special

type of work. - o . 3

LA P

- A

', Qualifications Profile | o

‘9 Activities which are nonsocial and involve the use of

“machines, processes, or mefhods. = . ' L.

e 1

SPECIFIC VOCATIONAL, PREPARATION —7 Different .

jobs require different 'amounts of specific vocational train-
ing. TRe following,statemenits show the range of time —
depending on” the specific job™ necessary to develop the
knowledge and skills" required by this job group. * ¥ :

. . ! ; )

‘5 -Over 6 months up to arid including 1year ' ,
3 »~ - .,

7 Qver 2lyears up to and includl‘ng/4 years. 5{ .

» e. . ..3 "
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APTITUDES - The aptitudes listed _below show, the
specific abilities you would need in order to perform tasks.-
belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
hgs the level of aptitude necessary for average success. The
portion of the population that falls to the right of the

': . : .l 3 —}

- sary for average success and the portion tHat falls to the left

shaded areas has a higher. amount of aptitude -than neces- -

does .not have the necessary level .of aptitude. Not.all the
aptltudes listed are important for evary job within this
field, but some. combination of them is essential for each
]ob ) g .

ESTIMATED PORTION OF GENERAL WORKING |-
. POPULATION WITH REQUIRED ABILITY

- ' Q;

Lower 1/3 Middle 1/3 Upper 1/3
- - - T
APTITUDES 10% ! 23% | 34% 23%  +.10%
G INTELLIGENCE: generai learning ability, including being U
able to folléw instructions, to reason and make judgments, and to '
do well in school,
]
V - VERBAL: a’bllltv 1o understand meanings of words and ideas, '
and’to present information effectively, . ..
. . -
N - NUMERICAL abnlﬂv to perform arlthmeucal operations I
quickly and accurately.
- 7 . % .
CLERICAL PERCEPTIDN abitity to see details and to
recognize errors in numbers, spelling’, and punctuation in written |
materials, charts, or tables.
1

5

4
GENERAL £DUCATIONAL DEVELOPMENT (GED) —
The following numbers indifate the estimated. levels of .
GED a worker-should have for averagé performance-in jobs
, belonging to this group. Spectfac mformatlon about GED
may be found in Appendix‘A .
GED Level{s): 5

"PHYSICAL DEMANDS — The following letters and num-

bers represent those physical activities required of workers .

in jobs belonging to this group. Specific information for.-

defining Physical Demands may be found in Appendlx B.
Physical Demands S L 4 5 6 °

I

-

DATA-PEOPLE- THINGS {D-P-T) - The followmg three-

digit codes represent the Highest leve!s of warker involve-

ment with data, people, and things required by jobs belong-

ing . to' this group. Specific information defining the Data-

Peopie-Things codes may be found in Appendlx C.
D-P- T Code(s): 168 .268.

~
&

4
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Dther lnfonnatmn .

RELATED GROUPS OF JOBS — Other Worker Trait
Groups. related to this Worker Trait Group include:

13 Accounting, Auditing, and Related Work -

7 Contract Negotiating and Related Work

6 :Administration ’

9 Supervisery Work (Clencal
Activities)

8 -Business Training

14 Title and Contract Search and Analysis .
and Related Work . *

Sales, and Related

i ”

ADDITIONAL INFORMATION — You can find out more
. about’jobs belonging to this group in the O¢cupational Out-
look Handbook, thg occupational information files in your.

- . school, and from other sources..A list of jobs belonging to

this group can be found following the Worker Trait Group
description in Volume !1, Dictionary of Occupational Titles
(DOT), Third Edition, page 248. Volume | of the DOT lists
these jobs.in alphabetlcal order and gsves further informa-
tion,

et '
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- -

-_Interviewing, Information-Giving, - i
‘and Related Work vocational, = .

ER

Ky
N

¢ o

-,

WORK PERFORMED — What would you dg as a wBrker in
this field? , : -

As a worker in this field, you would interview people to

. collect information about them or ‘opinions they might

o have. You then might make decisions based on your find-

. ings andfor on other in_formatiori‘ you might-have. Some

» jobs in,this field would require you to provide information:

to help others urnderstand certain rufes and regulations,

such as those coneg\‘ming insurance, education, or housing.

WORKER REQUIREMENTS — What qualifications wouid
you need? Ry ' :

. lp this field you need to work and talk with all kinds of .~ :

people and be understood: by them..You need to be able to

put them at ease and gain their confidence and trust. Your

work worild also dea! with handling facts. You should be
" Kable to pick out errors in numbers or facts and to organize
% ¥ information as’‘questions are asked and answered during an
* interview. Before .making decisions you would - peed to
think things through carefully. to weigh the importance of
the information being considered. A combination of several

“ of these- skills would help you to be a godd worker in_this *

«  field. - '
.

o -

ﬂualificatinhs i’rofilp . .

i v

*TEMPERAMENTS — The difierent kinds of working con-
ditions or situations workers in this group must adjust to -
include e ¢ : o -
! 5 Dealing with people in actual job duties beyond«
.giving and receiving instructions. : "
‘9 Rating information by using personal judgment. .
INTERESTS — Péople have interests or prefererices for

. certain types of work activities over others. Workers in this
< group generally prefer : : ‘

v
2 Activities'involving business contact with people.

0

ERIC ’_ '

Aruitoxt provided by Eic

Educational, and Related Activities | RS

-

lnjcerviev’i/ing means to talk with people-in order to collect certain facts, while information gfving means
to give people facts concerning specific matters. Examples of workers in this group are Movie Casting
Director, Personnel Recruiter, Survey Worker, Placement Officer, and Hospital-Irsurance Representative.

]

: bLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What perscnal characteristics or experiences

g_ might help you decide if you should explore this field of

work?

® working with people on a committee or in part-time
employment o ’ - S
® organizing facts for an oral report .
liking activities that require working with others
® having a neat appearance, poise, and . a pleasant
" personality .

TRAINING AND METHODS. OF ENTRY — How can you
prepare for this field of werk and get started in it?

Many.companies fil) their interviewing and,information-
. giving jobs with peorr:lf who already work. for them: On-the-
. jop” training  programs given by the employer add to the

knowledge and skills of the worker who is being promﬁ;gd.

However, a college education is becoming {ore and more
important for some jobs in thisyfield. A helpful background
for this work would be provided by colrses in employee )
management, business administration,applied psychology,
-and sociology. i -

o Q . ) ¢
.

) ; , o}

6 -Activities concerned with people and the ¢commuui-
cation of ideas. : : N
¢’ . h ) {
LSPECIFIC VOCATIONAL PREPARATION —. Different
jobs require diffgrent amounts of specific vocational;train-
ing. The foflowing statements show the range of time —

- depending on the specific job — necessary to devél_op the - -

knowledge and sKills required by this job gro‘up.
" 5§ Over 6 months up to and including 1 year.

7 Over 2 years up to and including 4 years. .

i

~
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below show the

APTITUDES - The aptitudes list
belonging to jobs in this field. The sha parts of the chart -
represent the partion of ‘the total working population that-

) - has the level of aptitude necessary for average success. The
¢ portion( of the population that falls to the right of the

APTITUDES

-specific abilities you would need in ofder to perform tasks . « sary for average success and the portion that-falls to the left

_ aptitudes listed are important for every . job within ‘this
" field, but some combination of them.is essential for each

Y

shadeq areas has a higher amount oL aptltude than neces-

does not have the necessary level of aptitude. Not all the

job.
ESTIMATED PORTlON OF GENERAL WORP&ING
POPULATION WITH REQUIRED ABILITY
. Lower 1/3 Middle 1/3 - Upper 1/3

0% ! 23% ' - 34% 23%

| 10%

G INTELLIGENCE: general learning ability, including being
able to follow instructons, to reason and make 1udgmems and to
do well in school.

V - VERBAL.: ability to understand tneanings of words and ideas,
and to present mformanon effectively.

R N NUMERICAL ability to perform arithmetical operat:ons
. quickly and accurately.

!

—

Q" - CLERICAL PERCEPTION: ability to see details and to
recognize errors in humbers, spglling, and punctuation in written
matenials, charts, or tables,

3 .

v

& - .

- GENERAL ‘EDUCATIONAL DEVELOPMENT (GED) —
The following numbers indicate the estimated.levels of
a worker.should have for average performance in jobs
belonging to thig“group. pﬁtﬁr{formation_ about. GED

may beyfound i iv Appendix A
. GED Level(s): 5, 4

A
¢ . PHYSICAL DEMANDS — The following letters.and num-
bers Yepresent those physical activities requjred of workers
. in jobs belonging to this group. Specific information for
defining Physical Bemands may bk found in Appendix B.
"Physical Demands: §
. ,

.

» DATA-PEOPLE-THINGS (D-P-T) — The following three-
digit codes represent the highest levels of worker involve-
ment with data, people, and things required by jobs belohg-
ing to"this group. Specific information defining the Data-
People-Things codes may be found in Appendix C.

"D-P-T-Code(s): 168 268

] . . .

"ERIC

ther Information

RELATED GROUPS OF JOBS — Other Worker Trait
Groups related to this Worker Tra|t Group include:

102 Customer Service Work, n.e.c. \, )
16 Information Gathering, Dispensing, Vern‘ymg,
. and Related Work

11 Consultative and Business Services

ADDITIONAL INFORMATION- — You can find out more
about jobs belonging to this group in the Ogcupational Out-
look Handhook, the occupational information files in your
school, and from other sources. A list of jobs belonging to
thi{oroup can be found following the Worker Trait Group
description in Volume 1!, Dictionary of Occupational Titles
(DOT), Third Edition, page 250. Volumé | of the DOT lists
these jobs in alphabetical order and gives further informa-
tion.

Copyright © 1972, qua]achia Educational Laboratory, Inc.
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‘Accounting, Auditing,
~and Related Work

Accounting is the process of maintaining accurate

/

. . . * .
. . . B . : C g

N . - ) ' . PP

business accounts and records by gathéring,. recording, .

“analyzing (studying) and interpreting (explaining) numerical and finaniial facts and figures. Auditing is the

process of examining and checking business accounts

to- determine their accuracy. Examples of workers in

this group are Accountant, Auditor, Bank Loan Officer, Assessor, and Appraiser.

“

WORK PERFORﬁ;IED — What would you do as a-worker in
this field? - . ‘ 4

As a worker in this field, you would apply the rules:and
methods of accounting, cost analysis {study of cost figures),
and statistical analysis - (study of production or financial
information) to such problems as money management and
guditing. Depending’ upon your particular job, you might’
set up-a special system of accounting, or estimate the cash
value of your employer's factory, machinery, stock, or
property. {This is called appraising the assets.) You might

_examine and give your professional. opinion about how to

determine cost of a product (costing methods), about plans

. for the investmeént of money, about rates charged for lend-

ing or borrowing money, or about the risks involved in ex-

changing money. You would prepare charts, tables, graphs,
reports, and schedules explaining the financial standing of a
company or organization, to- be used by those who manage
it. o : '

WORKER REQUIREMENTS — What qualifications would

you nged? .
. To be successful ir: this field, you have to (1) be able to

pay close ‘attention to detailed work for long periods; (2} .

speak and write clearly and.accurately using a good vocabu-

lary; (3) be able to plan and organize your work so you do
it well

n“nd on ‘time; (4) solve mathematical problems
quizkly and accurately; (5) remembér details; and (6} he
able to understand and apply the basic rules of accountii.g,
money management, and statistics.

Qualifications Profile .

TEMPERAMENTS — The different kinds of workir;vg con-
ditions or situations workers in this group must adjust to
include / ’

4 Directing, controlling, and planning an entire activity A

or activities of others. o

9 Rating inférmation by using personal judgment. -

0 Rating information using standards that can be
measured or checked.

curacy.

INTERESTS — People have interests” or preferences for
certain types of work activities over others. Workers in this
group generally prefer

1 Activities dealing with. things and objects.

-

Y Working within precise limits or standards " of ac-

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS - What personal characteristics or experiences
might help.you decide if you shou!d: explore this field of
work? . : A :

- @ good grades in math and English courses * -
~ & enjoyment in working with numbers .
® sutcess in keeping an accurate account of your own
‘' money o
® keeping records successfully: (as a treasurer or secre-
tary) for a club or other social group or school class

TRAINING AND METHODS OF ENTRY - How can you
prepare for this field of work and get started in it? -

For work in this field, you would, probably need a
college degree in accounting or businesg administration
(management}. With a bachelor’s (four-year) degree, you
may gdet a beginning job in cost acesunting, budgeting, or

* sales work with the government or-in private industry.

College courses should include accounting and statistics,
industrial and “personnel management; - marketing (sales}.
methods, money. and banking, investments, and insurance.

Jobs which demand greater accuracy and responsibility”
generally require-” more education and experience. To
qualify for these jobs, you usually have tb‘ earn a CPA
(Certified Public Accountant) certificate by passing special
tests required by, the state in which you work. Most states
require a college degree and two years of experience before -
you can take tig™test; howgvér, each state has different
specific requirements. - =

7 Activities of a scientific and technical nature.

9 Activities which are nonsocial and involve the-use of
machines, processes, or methods. )

' SPECIFIC VOCATIONAL PREPARATION — Different

jobs require different amounts of specific vocational train-
ing. The following statemeénts show the range of time —
depending on the specific job — necessary to develop the
knowledge and skills required by this job group. -

7 O\)ér 2 years up to and including 4 years.
8 'Overl4 years up to and including 10 years,




APTITUDES -~ The aptitudes listed below show the
specific abilities you would need in order to perform tasks
, belonging to jobs in this field. The shaded parts of the chart
represent the portion of the total working population that
‘has the level of aptitude necessary for average success. The
portion of the population that falls to ‘the right of the

shac?éli areas has a higher amount of aptitude than neces-
sary for average success and the portion that falls to the left
does not have the necessary level of aptitude. Not all the -
aptitudes listed are important for every job within this
field, but some combination of them s essential for each
job.

“ESTIMATED PORTION OF GENERAL WORKING

- -~ POPULATION WITH REQUIRED ABILITY
@ i Lower 1/3&' . Middle’1/3 - Upper 1/3
" APTITUDES 0% 23% ) 34% 23% 1 10%
G'l‘ INTELLIGENCE: general learning ability, including being I '
able to follow instructions, to reason and make judgments, and to ' B
do well in school. R
: e

V — VERBAL: ability to understand meamngs of words and ideas, l /
and to present information effectively. )

; }

N - NUMERICAL: ability to perform arlthmeucal operauons
quickly and accurately.’

, [
T
0 - CLERICAL PERCEPTION: ability to see details and to
recognize errors in numbers, spelling, and punctuauon in written |
materals, charts, or tables.
1
i 3
o
N _
g Other ‘Information

GENERAL EDUCATIONAL DEVELOPMENT {GED)
The following numbers indicate the estimated levels of
GED a worker should have for average performance in jobs
belonging to this group. Specific information about GED
may be found in Appendix A. -

GED Level{s): 5 . '

~ -PHYSICAL DEMANDS — The following letters and num-
bers represent those physical activities required of workers
in jobs belonging to this group. Specific-information for
defining Physical Demands may be found in Appendix B.
Physical Demands: § 4 " 6

DATA-PEOPLE-THINGS (D-P-T) ~ The following three-
digit codes represent the highest levels of worker involve-
_ment with data; peopte, and things required by jobs belong-
ing to this group. Specific information defining the Data-
Pecple-Things codes may be found in Appendix C.
D:P-T Code(s): .188 .288

.

’

Q
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RELATED GROUPS OF JOBS — Other Worker Trait'
Groups related to this Worker Trait Group include :

6 Administration A
26 Computing and Related Recording: \
11 Consultative and Business Services [

ADDITIONAL INFCRMATION — You can find out more
about jobs belonging to this group irrthe Occupational Out-
leok Handbook, the occupational information files in your
school, and from other sources. A list of jobs belonging to -
this group’can be found following the Worker Tra‘t Group
description in Volume I, Dictionary o/ Occupational Titles
{DOT), Third Edition, page 252. Volume | of the DOT lists
these jobs in alphabetical order and gives further informa-
tion.

o
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Title and Contract Search

and 'Ana'lysi_s and Related Work

,) v o ) -

-

oy

v

Title and contract search and analysis means to study and examine legal and business documents in order
to determine if they are complete and accurate. Examples of workers in this group are Contract Clerk,

Acquisitions Librarian, Law Clerk, Title Examiner, Insurance Claim Examiner, and Patent Examiner.

.

I3

WORK PERFORMED — What would you do as a worker in
this field? . CoL

In this field most of your time would be spent exami-
ning and preparing legal and business documents such as
titles (proof of ownership of land or personal property),
mortgages (loans on real estate), liens (claims on property
for payment of a debt), and contracts. Your primary re-
sponsibility would be to determine if the legal papers you
are examining are genuine and correct. You might also be
required to prepare such technical papers or documents.

.

1

7
WORKER REQUIREMENTS -- What qualifications wou
you need? i ,

To be successful, you need to know and understand legal
and business terms as well as rules that must be followed in
approving or in writing documents.

You must be able to read rapidly and understand what
‘you read. A major part of your work would involve
scanning documents to obtain specific information and
making -a summary of your findings. This requires the

Id

ability to analyze (break down and study) what you read

and pick out the details-that you need.

=

TEMPERAMENTS — The different kinds of working con-
ditions or situations workers in thls group must adjust to
include ’ ,
9 Rating information by using personal judgment.
0 Rating information using standards that can be
measured or checked. .

-

INTERESTS — People have interests or preferences for
“certain types of work activities over others.
. group generally prefer

6 Activities concerned with people

and the communi-
cation of ideas. : '

Aruitoxt provided by Eic:
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Workers in this

CLUES FOR RELATING APPLICANTS AND REQUIRE-
MENTS — What. personal characteristics -or experiences
might help you decide if you should explore this field of
work? .
® getting good grades in subjects that require reading
- and reasoning 2 : LT
being able to express your idéas clearly and under-
standably : '
e enjoying work that requires reading and putting facts
. together in writing o
® doing library research or making reports that require
you to find out what others have written or done
about the same problem -

TRAINING AND METHODS OF ENTRY — How can yo
prepare for this field of work and get started in it? .

To get a job'in this field you need-a thorough knowledge
of terminology (legal and business terms) and official regu-
lations related to your field of specialization. This is gained
through courses in faw or, business. /A college degree or a
number of college or night school courses in business or law
should give you a background for entry lgvel jobs.

Some employers might hire or promote you if you are
sticcessful in doing less complicated work of a similar